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y the = Office of + 


For busy America we offer this new creation by one of our country’s fore- 
most designers. 


The striking beauty—the fine straight grain of American Walnut combined 
with custom-built workmanship will enhance the beauty of any office. It 
is truly the desk of tomorrow—here today! 


Write us for illustrated folder on the entire line of wood office accessories. 


Tables — Bookeases — Cabinets — Waste Baskets 


ete. 


We manufacture special equipment and cabinet works from 
architects’ drawings and specifications. If you prefer we will 
submit drawings prepared by our own engineers to fit your 
most exacting needs. We install showrooms and offices anywhere 
in the United States. Consult us. 


Vow England Woodworking C . 


512 East 137th Street New York 54, N. Y: 
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Tuis handy LETTERGRAPH is the 
tight answer for small duplicating jobs. Advertising cards, 
notices, envelope stuffers, shipping tags, labels — yes, for 
every small size printing job. 
Useful every day in shops and stores for printing inex- 
pensive announcements—popular in offices for price change 
notices, acknowledgments, operating forms, etc.— hundreds 
of uses in schools, clubs, lodges, churches and the like. 
The exceptional low price of the LETTERGRAPH 
Post Card Printer plus the surprisingly low cost 

y of operation make it a valuable investment where- 
ever duplicating is needed. 


Higher Quality Since 1903 


simpLe AS A. B. C. 
A—Message typed or hand written 
on small inexpensive stencils. 
B—Squeeze tube of ink into Printer for 
several thousand impressions. 
€—Lugs of Printer placed into slots of 
printing base. Printer is merely rocked 
over the paper and back into slots ... 
Assures perfect registration—no waste. 


MPLETE Price includes sturdy leather- 
co ette covered carrying case; six 


3 5 stencils; 2 tubes of ink; correc- 
Sn tt nel tion fivid; stylus; stencil scope, 


and printing base and com- 
Retail Price plete illustrated instructions. 
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This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


*e YOUR 


PERSONAL 


FILE 


Yourtt like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 


keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 


; Co pets 
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THREE NEW 
STURGIS CHAIRS 
with ADVANCED 

FEATURES 


NO 64FF All-day-long/comfort! 


i caw, Sa 


ESZergis SMILE-MASTER | gums 9 CP rite so oe 


, 
3 


You will be impressed with the remarkable 
e. edvances made in these new chairs. They 
=> maintain that high standard of 

E that has become a Sturgis Posture Chair 


SUP HISTICATE 4 


s CFoages NO. 612 
CTANDAAD 


If anything more could be imagined or desired in stenogra- 
pher’s office chairs, to provide ease and comfort so dependent 
on Correct Posture, Sturgis has embodied it in these new 
Posture Chairs. It may be fairly asserted that these Sturgis 
Posture Chairs will bring in a new era of health protection 
with reduction of office fatigue, and increased efficiency 
that will be welcomed by management and employees alike. 


For other details of correct Posture with all-day-long comfort 
SEE YOUR STURGIS DEALER 


sl “aro.ey THE Siargis POSTURE CHAIR CO., Sursentcnien 
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Carton Papers 
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Carton Ribbons 


- caRBONS 
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Duplicating 
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Master. Untils 


Town 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 


750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 


Sales and Service Everywhere 


OFFICE MANAGEMENT ‘AND EQUIPMENT 
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THE er 


BALL PEN 


a Sas 3 
Rees Tee 


WRITES DRY... SMOOTHLY... ALWAYS 


WRITES UP TO 3 YEARS WITHOUT REFILLING 
a WRITES ON WET OR DRY SURFACES 


Y Do you realize what Stratford Celebrity can mean to you? To ORD ER Now! 


your costs for office supplies? You can dispense with pen points, 
pen holders, ink, ink stands, blotters and even pencils when you make 


Stratford Celebrity-standard office equipment. ha wtape be expected, eves for Steet 
The ball point writes dry; writes up to eight clear carbons; and will ford Celebrity ere pouring into our 
write as long as three years without refilling. Equally important plant daily. They are being Billed in the 

the highly-effici " ‘ z order received. Order an adequate stock 
@ highly-efficient, beautifully designed Stratford Celebrity is dé teins Gite, nh cath Ge 

priced low enough to fit it into your operation budget. Be sure to rick of running shortl 

have your favorite supplier demonstrate the Stratford Celebrity 

for you. *Plus Federal Excise Tax. 


Sal f7(7 DEPENDABLE PENS AND PENCILS | 


STRATFORD PEN CORPORATION * SALZ BUILDING * NEW YORK 1, N. Y. — 


STRATFORD—Reg U.S. Pat. Off.»Model No. 10 048+Patent Nos.146, 176 & 145,870+ Protected and Sold Under Fair Trade Contracts at $1. 95* 
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CAN’T LEAK...CAN’T FLOOD... 


§ 
PUTS JUST THE RIGHT AMOUNT DiqpsLess: | 


OF INK ON THE POINT Writes 187,000 Words | 
Without Refilling 


SINGLE SETS 
$2.75 anv up 


FILL ONCE... WRITE FOR 
MONTHS! SEE WHEN IT’S 
TIME TO REFILL 


WRITES 300 WORDS WITHOUT 
RE-DIPPING! CHOICE OF ESTERBROOK 


SOLID DURACROME PRECISION- 
MADE POINTS 


POINTS SPECIALLY DESIGNED FOR EVERY BUSINESS WRITING JO8 
Here’s new writing efficiency for your office. Dip-Less* Writing Sets 


point for every writing job. NO OTHER PEN OFFERS THESE PRE- 


THE CISION-MADE, LONG-WEARING, ESTERBROOK POINTS. 

RIGHT POINT LOW COST—LOW UPKEEP 
FOR THE Dip-Less* Writing Set points may be replaced in 30 seconds—at the 

desk! Replacement points cost only a few cents. 
WAY YOU The initial cost of this new type writing set is modest (single sets 
WRITE $2.75 and up). Maintenance is low. Use any good ink—no special 
ink required. One filling will write 600 pages of ordinary script! One 

dip of the pen will write 300 words or more! 
fj if HERE’S THE EASY WAY TO TRY IT 

3 Ask your stationer to let you see and write with a Dip-Less* Set. Fit 
? Ri it with the right point for the way you write. If your stationer does 


not carry Dip-Less* Writing Sets, write to us. The Esterbrook Pen 
Co., Camden, N. J. In Canada: The Brown Brothers, Ltd., Toronto. 


» | Dipeless* uring sot by 


$5.50 anv up AMERICA’S FIRST PEN MAKER 
*Reg. U.S. Pat. Off. 
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give every worker the right point for the way he writes ... . the right — 
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wor JUST ONE 
... OR TWO 


1 TRIM LINES 


2 LONG LIFE 
3 ECONOMY 


ALSO 2, 3, OR 
5-DRAWER SIZES 
We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. Write today for 
full information. 


All-Steel Equipment Files 


_ They're backed by more than 35 years of broad 


engineering experience! They’re preferred the country 
over! It'll pay you, too, to check today on A-S-E Files 
...the better line that assures lasting satisfaction. 
Write today for complete information. 


Extra strong! Sturdy 6-post Torque phew reinforcement 
frame, rigid cross-bracing, under each drawer shelf. 


full-opening drawers. Rigid frame construction! 


ALL. STEEL EQUIPMENT, INC. 


300 CLEVELAND AVENUE, et ILLINOIS 


A-S-E Steel Products for Many Uses 
STEEL OFFICE FURNITURE + ELECTRICAL OUTLET AND SWITCH 
BOXES + INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS 
HANDLING + FROZ-N-FOOD LOCKERS + CLOTHING LOCKERS 
+ WARDROBE, STORAGE, AND COMBINATION CABINETS 


Drawer vents are ap colt chip proof finish. 
back and welded to bottom Hardware, beautifully de- 
—providing extra strength! signed of genuine bronze. 
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AND we Do MEAN EXCLUSIVE! 


ILLUMINATED FROM WITHIN ¢ NEW WORLD BOUNDARIES 


Nowhere else can you get these beautiful art globe models—they are 
exclusive Cram creations. The artistic mountings, plus the fact tha 
the globes are illuminated from within, add tremendously to the sales 
appeal of these Cram Globes. In addition, the globe maps show the 
new de facto world boundaries resulting from World War II. This 
first major map revision since 1939 gives Cram Globes new timeliness 
and value. 


Write for Globe Catalog No. 55 
which gives complete information 
on these exclusive globe models. 


THE GEORGE F. CRAM COMPANY, INC. * 730 E. WASHINGTON ST. * INDIANAPOLIS 7, IND 


Representatives © New York: George S. Heineman, 230 Fifth Ave. © Chicago: Fred A. Long, 1524 Merchandise Mart ¢ Dallas: Ralph Smith, 1635 Pacific Ae 
10 
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DESK D RAWE ; pon 


Moldmaster has desigalilithis sew MI Debmrer Tray Nef ss cide 
to help keep your inside drawer in orderliness. Nine full size compart- 
ments provide for the safe and efficient keeping of stamps, pens, 
pencils, rubbers, cask, currency and other items. = 


Made of plastic (improved phenolic material) and hdllitiecd:i in 


glossy black. Also et with a pe neaimecnt (see M 2300L. 
illustrated below.) i 


Description i i Compartments 


Plastic Desk Tray Fe Es 9 


Plastic Desk Tray with Lock # . /2"" 9 
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Se has designed die aew curcehes - cas A ae Tra 
~ No. M 23. Full size compartments are provided for the efficient han 
ling of all currency. Made of plastic (improved phenolic material) i 
_ glossy black. Standard interior equipment for Steelmaster 21 Pay- 


; master. (not ill.) Also comes os mia “= mee haat (no ot 


Description 


Plastic Currency Tray 
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No. 1832 EXPANDED 


No. 1831 EXPANDED 


R em. - 
‘ Description Width Height | Depth | Compartments 
j Desk Drawer Tray (! Tray) | Open 3!" Closed i8"| 1'/2" 3%" 5 

Desk Drawer Tray (2 Trays) | Open 31"" Closed 18"| 1!" 37," 10 


wert Steel Sales Corporation 300 EAST 145th STREET, NEW YORK 51, N. Y. 
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MERCURY-LITH ROLLERS 
for Multi-Lith Printing Machines 

There is never any doubt about the quality of the jobs you run when you pro- 
duce them with these custom built, de luxe rollers. They are truly different. 
Manufactured by the largest plant specializing exclusively in rollers and blan- 
kets for the graphic arts, they are the result of years of intensive research and 
are manufactured by the most modern and scientific methods, using only top 
quality materials. See the difference for yourself. 


MERCURY-LITH BLANKETS 
for Multi-Lith Duplicating Machines 

Now you can turn out reproductions that look like the work of a fine lithog- 
rapher! Mercury-Lith blankets make this possible, because they are built of 
exactly the same materials and produced by the same methods as we employ in 
manufacturing blankets used in the world’s largest multicolor lithographic 
presses. They have got to be good — and brother, they are! It will pay you to 
equip with Mercury-Lith accessories. 


MERCURY-GRAPH ROLLERS 
for Multigraph Duplicating Machines 
These rollers can be as valuable as an extra man in your department. They will 
‘save many hours out of every week, because they are so accurately constructed 
that they reduce the amount of time necessary for press adjustment. Moreover, 
they wash up with amazing speed. Best of all, they provide thousands of extra 
impressions and substantial improvements in quality —- at no extra cost. 


RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres. Federal at 26th Street =CHICAGO © 
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DON T GUESS/ 


DONT GAMBLE/ 


You'll find no hocus-pocus tactics necessary to 
explain why the service of the M & V ANALYST 
can help you in three important ways: |—Better 
Letters; 2—Clearer Copies; 3—Lower Costs. 


The M & V ANALYST will make a careful ex- 
amination of all your typing problems. He will 
study your carbon paper, ribbons and typewriter 
work. Then make definite recommendations that 
will cut costs and bring you better letters and 
clearer copies. 


The training and experience of the M & V 
ANALYST enables him to point out the "right" 
ribbon and the "right" carbon paper for each 
basic need. Blurred characters and ugly carbon 
smudges are eliminated. Your letters will stand 
out clear and sharp. 


Write today for the name of your local M & V 
ANALYST. Naturally, there is no obligation on 
your part. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS - 
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PARK RIDGE, NEW JERSE! 
April, 1 


= A 
e ef ik je & 7 ~ ' 
oa $k i i 4 ! : 
a i 4 ; 4 © is In } ho 
: & . ¥ i q y 49> ay 
‘3 af! mas 6S é 
. ‘ Za ee ~— 
_ bs |, = ~~ jl 4 _ } 3 
as ; , Phi @hapgeic : ! WP S - A» 
a on i x f « tres fore * * a a 4g } : 
: Sy ge! | Ag et 
4 meee wee SZ clfiy fp fa 
4 e if a8 EP Bess oe 5 = MT? / off ; 
; e eres oe 0 - Maes baa _ ad H : 4 
a Pe gee. i aE | “4 ee K J i 4 ips 
: eed ft Be er . ' dt ty ote - f 
4 : Ee ER Tue 3 ah i | 
al eo é soe F BR eo . : ( 
= be 4 set: Py S Z roe @ ¢ 3 { Ww i — : : “ 4 pe 
a < 3 3 Oe . —_ aaa , © titans = » r 
+4 ee Se SS a ng a wy FS ’ ; 
- a ZF tren. eo © “| —@ ~ : 
| yA ie af LS: neon a) ) : 
ig Ree af TREN | ; A 4 a 
7 as Se AD,  & =: : 
“aa : ae , y IN £ - ———— 
| ¥ i - eS ‘ y Ne | }: ran y W/ i i , ee i) oo Py 
rr oS ae ny 7 We y wens” S ME nd j » eee f ‘ 
} a \ | “2 “ sD (ad . saa ? = {Dap il 2 re oy, | 
a \ Dw toy A _ hh oan  - 
4 ea | 
ee 
aya 
se Made t 
> @ strip—I 
— 
ey 
oy ee a é 
ea 
2a 
— am These 
: 4 KF i008 A ah ma 
os WW5 ‘ 
a WP 
a 
eo: 
i ee 
SS ’ 
.* 
> ee “4 . . ies ——— le ae ayaa oe Ee 


MODEL S-100 STAPLING PLIER 


Back in the early 20's the first Neva-Clog stapling Plier was intro- 
duced to the trade. It made history in the field of fastening devices as 
it offered a machine that was more than a mere paper fastener. 


NEV LES The reason for its success was its flexibility of use and its portability. 
- A-CLOG A-1000 STAP It found favor because it could be taken anywhere and fasten anything 
ade to fit S-100 Machine — 100 to a , Pe “sii p ° 
: trip—IM per box—10M per carton. in any position limited only to the capacity of the machine. 


) The S-100 machine of today is outwardly much the same as the 
original but contains many added features and refinements that, from 
years of experience, make for better performance and durability. 


This is a real production machine made to stand hard usage. We 
know, because we service machines that have stood the test of daily use 
for 10 years and more without failure. It is undoubtedly the most 
flexible for various fastening uses—stands up in the shipping room, the 
bakery, or in the field or forest. Slips into the pocket, always handy 
to use. 


For a heavier staple for fastening thicker and tougher material 
NEVA-CLOG DJ-340 STAPLES specify Neva-Clog B-100 Machine. 
These NEVA-CLOG Staples are especi- 


— for use in J-30, J-60 machines. NEVA-CLOG PRODUCTS, INC. BRIDGEPORT t. CONN. 


with greatest care and precision. 


5M per box. IN CANADA — CANADIAN STAPLES LTD., MONTREAL 
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DUPLICATING © 


Use 
Codo Duplicating Fluid 
and 
Hand Cleansing Cream 
for superior results. 


¢ Coe) MANUFACTURING CORP. 


529 South Franklin ~ Chicago? Mt ze Lafayette St, New York 12 
Factory: Coraopolis, Pa. 
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“Oh, 1 could name a million jobs “This tape is also excellent 


That Texcel does’ says Tex, For posters on the wall, 
“for instance, edging sample books For reinforcing looseleaf holes, 
Or mending tears in checks.” For labels, large or small.” 


“THE TEXCEL 'STICKUM WILL NOT SLIP, 
(T'S BONDED ON TO STAY, 

SO TELEPHONE YOUR ORDER FOR 

_ SOME TEXCEL TAPE TODAY/” 


"tt seals your bulky envelopes, 
Your packages and such; 

it saves you fuss with glue and strings 

And sticks with just a touch.” 


TEXCEL TAPE | ROLL 


“TEXCEL” REG. U. S. PAT. OFF. 


CELLOPHANE TAPE 
; STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
Joell, 1947 OFFICE MANAGEMENT AND: EQUIPMENT’ 1% 
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NO TIME WASTED — A glance at the 
signals on the visible margins tells the 
story with speed and accuracy. Stock 
shortages, overdue payments, sales pros- 
pect calls and other facts actually DO 
“jump right out at you,” and can’t be 
overlooked when you open a VICTOR 
VISIBLE BOOK. An “out of line” signal 
is a constant reminder to eliminate what 
could become an embarrassing and costly 
oversight. 


VICTOR BOOK VISIBLE pockets have a 
transparent, transoloid protected 1/4 inch 
visible margin . . . can be easily flipped 


back and forth with little effort, and are 
removable and interchangeable with 
pockets in any other Victor Visible 
equipment. 


Bound in durable, brown pyroxylin coated 
luggage cloth, VICTOR BOOK VISIBLE 
is available in six handy sizes for 8x 5, 
6x 4, and 5x3 cards, and is convenient 
for carrying or storing in desk, filing 
drawer or safe. Order VICTOR BOOK 
VISIBLE, an efficient, effective unit for 
housing your business record forms, from 
your local stationer. 


Returning again for your convenience is this invaluable, 
compact, easy-to-use-and-file 25 pt. pressboard folder 
featuring 20 removable Victor 8 x 5 pockets with trans- 
parent transoloid protected 1/4” visible margins and 
insertable metal tab. Recordex features all the advan- 
tages of Victor Visible in handy file folder form, ideal 

gyn | for individual or departmental records. 
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uP THE VICTOR SAFE & EQUIPMENT CO., INC. I's! 
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CP57—Ideal for all the pictures the family 
accumulates — indoor and outdoor, the 
children at play, birthday and graduation, 
travel groups, etc. 
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aie = CB57—Appealing little baby faces border the photo 
* a iy € frames. Pages can be turned inside out, they're pink 
pai is) : on one side, blue on the other; so a book serves 
ae tat either a baby boy or girl. 
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CW57—Perfect for keeping all 
the pictures of the wedding. 
Each frame delicately printed 
with appropriate ribbon decora- 
tion. 


SPARKLING ACETATE protects each page of these new albums, 
keeps photos —oe e WHITE BINDINGS of finest Duraleather, 
smooth, soft as leather, luxuriously padded e AN INSERTING COMB 
included with each book. It's a clever device that makes inserting 
Pages easy. 

Each album is complete with 12 specially designed, gleaming 
acetate frames (6 double pages) to accommodate 5 x 7" prints and 
retails for $5.00. Extra acetate double frames 50c each. 


IMMEDIATE DELIVERY. ORDER NOW! 
Write for Catalog of Complete Amfile Line 
AMFILE FILE & INDEX CO. @ 1602 Duane Boulevard, Kankakee, Ill. 
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How to Find Money In 


Your Secretary's Wastebasket 


Every poorly-spaced letter or report 
thrown in your secretary’s wastebasket is 
money lost. Save this money with Webster’s 
Micrometric Carbon Paper! The only carbon 
paper with the numbered scale, it warns 
typists as they approach the bottom of the 
page . . . assures neater typing, uniform 
margins. 

Micrometric costs no more than other high- 
quality carbon papers. 

You'll get immediate delivery of 
Micrometric Carbon Paper—and the com- 


plete line of Webster products — from 
factory warehouses located from coast to 
coast, or from 1500 Webster dealers. This 
is a good thing to remember the next time 
you order carbon papers or typewriter rib- 
bons; duplicating carbon papers and acces- 
sories; carbon paper ribbons for photo-offset 
work; ribbons and carbons for Elliott- 
Fisher, Addressing, Adding, and Interna- 
tional Business Machines. Consult your 
nearest dealer, or write to F.S. Webster Co., 
9 Amherst Street, Cambridge 42, Mass. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


—" 
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Model Ps Automatic eed $49-5° 


Plus excise tax 


| y Model 
-O-Scope 


24.50 


outstanding 


line of 
Duplicators, 
Cabinets and 


Scopes 


SPEED-O-PRINT 
CORPORATION 


161 E. GRAND AVE. CHICAGO 11 De Luxe 
Write for beautiful Full-color illustrated catalog Speed-O-Scope $3450 


Prices slightly higher West of Rockies 
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Speed-O-Prixts NEW AUTOMATIC FEM 
Rotary Stencil» Liberator Junior WUPLICATOF 


Specializes in Reproducing 2¥2x50 6x9" in. COPIES 


THE IDEAL DUPLICATOR FOR RESTAURANTS, _ AUTOMATIC FEED 
DRUG STORES, HOTELS, CLUBS AND MANY s9Q°! 


OTHER BUSINESS AND SOCIAL ORGANIZATIONS 
COUNTER ATTACHED, 86.50 


_ Ready Now! Here's the answer to the widespread dealer-consumer = (Plus Escise Tas) 


demand for an efficient, simply operated duplicator! Its versatility 
is unmatched in the duplicating field. Countless thousands of users IDEAL FOR REPRODUCING— 


of small size forms will buy the Junior for its adaptability to their 
specialized needs of reproducing 24 x5 to 6x 9% inch forms. And 
because of its great savings in reducing the cost of reproducing 
these small forms major business establishments will buy it in addi- 
tion to their standard size duplicators. ; 


v¥ MENUS ¥ POST CARDS 
BULLETINS ¥ PRICE TAGS 
ALL SIZE INDEX CARDS 
PROGRAMS ¢ ANNOUNCEMENTS 


<“ «4 4 6 


. ALL SIZE GOVERNMENT 
Eedeens SG Righter: Wes Of Thr Rechins : FRANKING CARDS 


SPEED-O-PRINT CORPORATION 


161 EAST GRAND AVENUE = CHICAGO 11, ILLINOIS 


¥ PLUS ENDLESS OTHER FORMS 
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SCHOOL OR 
FIRM NAME 
IMPRINTED 


APPEAL 


REINFORCED 
WITH BEAUTIFUL 
CALF GRAINED 

VINYL-TEX 


In comparison to ordi- 
nary binders it is im- 
mediately apparent to 
student or office man- 
ager that this binder 
leads the field, as all 
""Feldco’’ products 


FEL L poco Loose Leaf Cm =e 
K + 25 CENTRAL PARK WEST » PHONE CO-5-0282 « PACIFIC COAST - 788 MISSION ST., SAN 
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FRANCISCO + PHONE DOUGLAS 8563 
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CONFIDENCE 


* The child relies on its father. 
_ relies on Aceh. There is no substitute for such confidence, in a man 


or in a product. 


That is why ACCO takes such pride in its name and reputation. 
The knowledge that Acco steel fasteners, for instance, are recognized 
as “tops” and that Business would rather have them than any other 
represents something on which all of us can build. 


Paper fastening is a basic operation in all businesses—and the 
name “ACCO” on your paper fasteners is your promise that they 
can buy from you with confidence. 


With equal confidence business 


ODUCTS, Ine. 
oy Avenue and 24th Street 


LONG ISLAND CITY, N. Y. 
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THE GREATEST INVENTION 
TO AID 
OFFICE EFFICIENCY 


PLUS ECONOMY of TIME and COST 
IN 40 YEARS 


TO 
HANDS 
USE IS 
DO 
TO 
NOT 
SAVE 
T ° u c H CARBON PAPER DISPENSING 
CARBON oO . 
DISPENSING 
COATING erontse asouaunc — 
AT ANY Catan nanos 
TIME 
SAVES YOUR VALUABLE TIME TIMES 
DOUBLES THE LIFE OF YOUR CARBON 
Kenlox, smc vse 
POSITIVELY NECESSARY I N 
AN Y OFFICE WHERE CARBON 
PAPER . = US E D 
WRITE or PHONE to any of the following offices for demonstration 
MANUFACTURING 
COMPANY 
Rochester 1, N. Y., U. S. A. 
DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, FOREIGN BRANCHES: Buenos Aires, Cordoba; Rosario, 
Boston, Chicago, Cincinnati, Cleveland, Dallas, Denver, Tucuman, Argentine; Adelaide, Brisbane, Melbourne, Perth, 
troit, Houston, Indianapolis, Jacksonville, Kansas City, Sydney, Australia; Havana, Cuba. Carbon Paper Supply Co., 
Los Angeles, Louisville, Memphis, Milwaukee, Minneapolis, London, Birmingham, Edinburgh, Glasgow, Manchester, New- 
New Orleans. New York, Omaha, Philadelphia, Pittsburgh, castle, Leeds, Leicester, Liverpool, England; and Belfast, 
Portland (Oregon), Rochester (N. Y.), St. Louis, Salt Lake Ireland. Export Dept., Rochester |, N. Y., U. S. A. Cable 
City, San Francisco, Seattle, Toledo, Tulsa. Address: "Keelox Rochesterny." 
eel 
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QUALITY IN AN OFFICE CHAIR 
BEGINS WITH ITS 
ACTION CONTROL 


SENG 
Style V 


Low Fulcrum Chair Control for plain 
and upholstered, Heavy Swivel Chairs. 
Permits natural and comfortable shift- 
ing of body weight. 


You Can't Have ONE Without The OTHER 


Sure, externals are important—but the most important con- 
sideration in selecting good office chairs is—'‘How easily do 
they operate?” 


No matter how smart the styling, or comfortable the uphol- 
stery, a chair must have the right action control for efficient 
service and lasting satisfaction. In other words, it should 
have 


e BALANCED TILTING—a low fulcrum Prevents 
danger of upsetting. 
e INSTANT RESPONSE—to every body movement. 


e “AT EASE” COMFORT—the result of Seng’s scien- 
tific design. 


e LASTING, trouble-free service—a minimum of repair 
expense. 


That’s why office chairs equipped with SENG CHAIR 
ACTION CONTROLS give “full money’s worth,” 


THE we DEG, ey 


ne 


1450 N. Dayton Street + Chicago 22, Illinois” 


SENG QUALITY PROTECTS YOUR REPUTATION 
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“COLUMNAR PADS 


Stationer, refer to it. 


COLUMNAR PADS 


Every office uses them. They serve all 
who want a quick and accurate compi- 
iation of figures. B&P pads come in 2 
to 30 columns, both Buff and White. 


Derr 


jessecent 


eens 
Rt 


d 
| 


| 
|| seesenesseasceussecesssess' 


ANALYSIS PADS 


Brown and green rulings to aid in 
accurate posting of figures. In pad 
form, already punched; can be 
easily removed for posting in 
binder or manila cover. ° 


SPECIAL 
PURPOSE 
PADS 
Quadrille, Cross sections, Legal etc..to fit the 


needs of Banks, Law offices, Engineers, Ac- 


countants, Surveyors, Architects. Schools and 
Many other groups. 
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FUNNY HOW ONE THING LEADS TO ANOTHER... 


Clip out this page and keep it, and next time you order one item from your 
Chances are that your office like most efficient offices, 
needs all five of the items below. Referring to this page will save you the time 
and trouble of re-ordering too often. 


“iy 
LMM 


HINSDILL'S 
PERFORATED SCRATCH PADS 


Perfect for writing with either pencil 
or per. 


ACCOUNTANT’S WORK SHEETS 


For standard size ring binders. From 2 to 
25 columns to fit every need. 


OFFICE MANAGEMENT AND EQUIPMEN 


FOR EVERY RECORD... 
A WAY TO KEEP IT! 


GENERAL OFFICES: 84 HUDSON AVE., 
BROOKLYN 1, N. Y. + BOSTON 10: 29 OTIS ST 
ST LOUIS 2: 115 SO. 8TH ST + CHICAGO 7: 
538 8S. WELLS ST. « NEW YORK CITY 
SALESROOM 349 BROADWAY, NEW YORK 13. 
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MONGOL for fast writing, the preferred pencil of business men every- 


where. More buyers specify MONGOL every year — office workers like its smooth- 
gliding Complastic lead and always-clean eraser — office managers like the way it 
saves frequent trips to the sharpener. Standardize on MONGOL! 


CEADERSHIEP IN FINE WRITING MATERIALS 
OFFICE MANAGEMENT AND EQUIPMENT 
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Spring Fever 


yx NOWHERE is the gap between present and past in office 
management emphasized more than in the current widespread 
acceptance of the fact that executives, like the fabled Jack, 
need play as a safeguard against costly dullness. — 

When all white collars were stiffy starched, the executive's 
place was rigidly upright at his desk, just as the general’s was 
on his horse. It was not fatal to dismount, perhaps, but it 
just was not being done! 

When golf first came in, it was strictly an after-hours 
diversion, until it was discovered that business and go'f can 
be a very prosperous mixture. It was then that the chains 
binding men to their desks began to loosen, although no one 
yet foresaw the coming of a day when management experts 
and medical men would unite in prescribing plenty of play 
time for those in positions of major responsibility. 

Last summer, Fortune told how executives of the Johnson 
Wax Co. are required by their company to “take such addi- 
tional time off from work for recreational purposes as is 
necessary or desirable to maintain” maximum well-being. 
They get further warning to be sure that “pressure of business 
will not interfere with adequate compliance with the terms of 
this policy.” This rule, Fortune says, is known to Johnson 
executives as the “golf clause.” 

In blowing the dust of winter off their golf clubs, all 
victims of office spring fever everywhere will sigh for a good 
golf clause! 
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The “Y and E” Executive File 
(six drawer) with moulded to 
and full recessed black base is 
a distinguished member of the 
“Color Harmonized” Executive 
Unit especially designed to mee! 
every executive filing need. 


Buying the “Y and E” “Plan- 
ned Unit Way” definitely 
gives a greater return on your 
investment. 


YAWMAN AND ERBE MEG. CO., 1045 Jay Street, Rochester 3 N.1 


The Franchise That Means Quality Merchandise 
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THE payment of wage incentive in connection 
with office operations results primarily in two 
major benefits : 

(1) Additional compensation to office workers. 

(2) Lower cost for performance of office work. 

The establishment of wage incentive standards, 
and payment of compensation, therefore, has re- 
sulted in workers being paid as much as 20 per 

cent more than the community maximum salary 
| for non-incentive workers doing similar work. 
—='savings in cost of clerical work involved will 
average 50 per cent. 

There are other benefits derived from wage 
application to office work, such as fewer employees 
to be supervised and the attraction of capable, 
well paid, and contented workers. 

| To realize these benefits, and to develop and 
lapply wage incentive standards to office work, 
certain prerequisites are essential. The most 
profitable applications can be made to those opera- 
tions on which sizable groups of workers are em- 
ployed, and the work is either standardized or 
| susceptible of being standardized. 
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The first step in this connection is to survey all 
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WAGE INCENTIVE 
As Applied to Office Operations 


By William L. Ammerman 
Key Industrial Engineer, B. F. Goodrich Co., Akron, Ohio 


office operations to determine those to which wage 
incentives can be profitably applied. Each job is 
analyzed by interviews with the personnel in- 
volved, and pertinent facts regarding it are set 
forth, such as: 

(1) Importance. 

(2) Full time or part time job. 

(3) Standardized routine work or non-stand- 
ardized. ‘ 

(Turn to next page) 


In discussions of office efficiency and morale, wage incentive ranks high on the agenda 
by Ewing Galloway, N. Y. 


A summary of the application of wage incentive to 
office through job refinement and time study, as 
developed at Goodrich. 
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Then, through segregation of repetitive from 
non-repetitive work, combining similar jobs, and 
rearranging the work, operations are re-estab- 
lished which can be measured and standardized. 

After preliminary stop watch observations and 
‘additional suggestions from the time study group, 
concerning job refinements and improvements 
often made possible through office gadgets and 
up-to-date equipment, the best method is deter- 
mined. 

During this preliminary study, the observer 
has the opportunity to acquire a working knowl- 
edge of the job. Upon determination of the 
most economical method of performing the 
operation, he is prepared to proceed with the 
actual stop watch breakdown of the elements with 
a minimum amount of interruptions, and to de- 
termine what the operator is doing. 

A knowledge of the job, and the operations and 
short cuts of the office machines involved, is 
highly desirable on the part of the analyst. With- 
out this information on specialized work, such as 
factory payroll figuration, tax and discount ex- 
tensions in the preparation of invoices, and the 
use of machine-punched template cards and skip 
bars on the key punches, the time study engineer 
is often at the mercy of the operators and may 
come up with inaccurate results. 

For instance, take the Comptometer extension 
of two numbers—989  .0123. The most econom- 
ical performance to determine the result would 
be for the operator to hold the 989 and punch out 
the .0123, using a minimum of six punches against 
the reverse procedure, resulting in 26 punches; at 
a savings of 20 punch operations. 


* 


Wage incentive plans have led to payment of as much as 20 per 
cent more than the community maximum salary for non-incentive 
workers doing similar work 
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Similarly, a switch in the number of ke 
punches on tabulating cards from hand-punche/ 


to machine-punched holes in the template cari 
and minor changes in skip bars could be effecta; 
after the standard was established, at an unfait 
advantage to the operator. 

Since, sooner or later, the best method wi! 
eventually be determined through refinements 
short cuts on the part of the operator, many argu. 
ments may be avoided if the refining is don) 
before the job is standardized. However, once thy 
standards are established, any additional tim: 
saved through the use of supporting tables o 
memorized rates is paid the operator through in 
creased attainment, although modified somewhz 
by penalty schedules for errors. 

While it is generally agreed that the most eff. 
cient operator becomes the least excited and dis 
turbed (and incidentally makes the fewest numbe 
of errors) during the time study, it is not alway: 
agreeable to the others in the group to have th 
standard based on her performance alone. It i! 
usually acceptable with the group to study tk 
best operator, provided one of the others is studie! 
also. In this case, the standards are worked w 
separately and usually averaged. 

The length of time necessary to spend in stud’ 
varies with 

(1) The size of the installation. 

(2) The length of the operation cycle. 

(3) The frequency of the job elements. 
This time may vary from two to three hours, } 
establish an order-typing standard, to six day 
or more, to measure the work in a large grow 
similar to Centralized Transcribing, where it} 
advisable to spend two or three hours with eac 
operator. 

In the study of the office job, the elements at 
timed and broken down the same as factory oper* 
tions. These breaks are determined by 

(1) Natural pause in cycle. 

(2) Change of effort. 

(3) Separation of constants from variables. 

(4) Lost or ineffective time. 


(Turn to page 55) 
April, 1 


: a a 2 
4 os A CNN 
-. NX W& WS 0 BP 
; A ti VZ id Kw 
; a NW © ss VN 
> Bene iam 
. nay \ am 
; 
q 
PS 
eS 
: ape i 
e 3 
st : i venti 
ee a facto 
7 tions 
“a : ness 
: aa i to ch 
| lenge 
a rk 
> Je a The 
ia Ly j , iz ¥ , Offic 
on 2 Fc 
, (d ee i? , tion 
os : —. | “Se style 
P a a q - - - ; “' ‘ bys | 
ae ee a 24) a | 
= | * 8 ee — s pe at aoe punc 
+ Z [= 2 mos 
ie a — -_— “a | ber 
ie ‘ _— ; 4 eae s a : corr 
e [—— . — oe _ | ado) 
ee i —- eae. fo ee . oh ae ater ee 


f key 
inched 
card 


Tecte/\ 
unfair} 


d wil) 
its 

"aryl. 
} done 
ice the 
l time 
les or 
igh in. 
ewha: 


st eff 
id dis. 
umber 
alway: 
ve th: 
. Iti 
dy th: 
studie! 
ked w) 


: studs 


urs, ti 
x days 
grou! 
‘e it 
h eae 


nts ar! 
“Operé 


ples. 


A. Devaney, Inc., N. Y. 
The Simplified Letter is harder to write at first, BUT— 


The Challenge of 
THE SIMPLIFIED LETTER 


By Vaughn Fry 


Research & Standards Division, Netional Office Management Association 


THE archaic format and phraseology of con- 
ventional letters have long been under fire. Two 
factors deflect the shots. Letterwriting tradi- 
tions are convenient to support. A lack of aware- 
ness of letter weaknesses strengthens resistance 
tochange. Only an active and implemented chal- 
lenge to today’s business letters can be expected 
to combat this conditioned inertia successfully. 
The Simplified Letter sponsored by the National 
Office Management Association is that challenge. 

For a period of almost five years, this associa- 
tion has experimented with a streamlined letter 
style. In its course of evolution, such old stand- 
bys as the formal salutation and the complimen- 
tary closing were dropped by the wayside. Also 
eliminated were paragraph indentations, needless 
punctuation marks, zig-zag layout, and much of 
what makes conventional letters form-like in at- 
mosphere, if not in intention. 

The Simplified Letter grew from a spontaneous 
protest by certain of the more progressive mem- 
bers against tedious and top-heavy association 
correspondence. Its slow spread and final official 
adoption by the national office of the association 
Were attributable to another spontaneity. This 
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was the awakening of many office executives to 
the inefficiency and inadequacy of their letters. 
Such letters play a more important réle in the 
accomplishment of daily job responsibilities than 
is commonly realized. 

The weaknesses of the conventional business 
letter are manifold. They are inherent not only 
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“wastefulness of manpower and materials—" 


in wastefulness of manpower and materials, but 
in the failure to accomplish fully the purpose for 
which they are written. If letter impact is to 
be increased, form and content must be stream- 
lined. If production is to be increased, letter 
costs, in terms of labor, materials and machine 
usage, must be reduced. If a quality product is 
to be turned out, standards must be created and 
given adherence. 


Basic formula 


The basic formula for the Noma letter can be 

reduced to the following rules: 

(1) Omit the formal salutation. 

(2) Omit the complimentary closing. 

(3) Use extreme left block format. 

(4) Address for window envelope use, where 
feasible. 

(5) Use a subject heading, worded to catch 
reader interest, flash letter purpose, and 
suggest filing niche. 

(6) Create a warm and friendly letter atmos- 
phere. 

(7) Avoid flowery words and stilted phrases; 
banish the cliché. 

(8) Develop a straightforward and coherent 
thought flow. 

(9) Achieve naturalness of tone and approach. 

“There is much more to the truly Simplified 

Letter than the dropping of ‘dear’ and ‘truly,’ ”— 
to use a quotation from a series of articles on the 
new format now running in the Noma Forum. 
“The shorter the letter,” the article continues, 
“the greater the savings in letter costs. But there 
are constant and usually unrecognized ways of 
cutting costs in every letter, inherent in a prop- 
erly planned format. Such savings can be de- 
scribed in terms of key-stroke reduction, reduced 
machine manipulation, and reduced consumption 
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of materials, all of which create savings in labo 
costs. When these savings can be effected in adqj. 
tion to an improvement of the appeal, force, ang 
efficiency of the letter, the case for the simplifieg 
letter gains stature.” 

Compactness is a necessary objective in letter 
format and phraseology. Here, perhaps, is the 
basic challenge to the writer’s ingenuity and ere 
ativeness in developing letter thought structure 
It is only fitting that the physical structure of the 
letter should reflect the mental standards sought 
for therein. The sins of omission are seldom as 
damaging as those of commission. 


Crutches and clichés 


The Simplified Letter is initially, at least, more 
difficult to write. The writer must depend on his 
own resources for expression. The theoretical 
crutch phrases that are routine supports of cop. 
ventional letters have long been obsolete. Yet 
they have the insidious effect of assisting the 
writer to follow a tortuous path when the way can 
be easy, natural, and inviting. The formal saluts. 
tion and the complimentary closing are nothing 
more than crutches. Many a revered cliché merits 
the same label. There is too much connective 
tissue in the conventional letter that has become 
calcified. 

This difficulty in writing may be expected to 
vanish as a writer learns to plan his letters con- 
sciously and to try for his own words in the act 
of writing. This produces freshness of thought 
and grasp of purpose that cannot be achieved by 
setting key words between dummy phrases. It is 
still better to say nothing physically than literally 
to say nothing. It is more difficult to say nothing, 
literally or physically, in the Simplified Letter 
than it is to say something. 

After all, letters should be short-cuts to saying 
something with a minimum of lost motion. It is 
often said that letters should be written as though 
the writer were talking to another person. This 
statement has the attraction of logic without the 
essential truth for its support. The conversation 
is rare that is not dependent on an exchange of 
on-the-spot ideas for continuity and efficacy of 
expression. Letter styles should be natural but 
that naturalness must conform to the thought 
processes generated in the mind of the writer. 
This means that while the elements of good co- 
versation should be preserved, the medium for 
their retention is dynamically different in its own 
right. 

Such a difference is a part of the challenge of 
the Simplified Letter. The chance for its adoption 
by any one individual are in ratio to his or her 
willingness to experiment with it for a sufficiently 
long period of time. This experimentation ca? 
produce results that can be properly evaluated 
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Private offices of Ernest and Milton Heller, 
heads of the Heller-Deltah Co., New York, 
are so designed that when a rolling parti- 
tion is pushed back into the wall, as here, 
the two offices, exactly alike, make a 
double conference room. 


By Kimball Darby 


* “BACKGROUND FOR FINE ART” was the 
theme around which Morris Lapidus, New York} 
architect, designed the offices, reception room, 
foyer, and display rooms of the Heller-Deltah Co, 
411 Fifth Ave., New York, but in creating a series 
of rooms wherein could be featured some of the 
prize-winning paintings which the company use 
to publicize its La Tausca pearls he did not lose 
sight of the practical aspects of a thoroughly 
modern company headquarters. 

For instance, the Heller brothers’ private offices, 
each 12 feet long by 1114 feet wide, are capable of | 
being thrown together to form a 24-foot long com 
ference room. This is accomplished with a Mod- 
ern-Fold door (Modern-Fold Co.)—a moveable, 
accordion-type, leather-covered partition which 
fades out of sight in a specially constructed re 
cess. In its extended position, it hangs on a track 
from the ceiling and grants each of the Hellers 
whatever privacy he needs. 
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Two walls of the reception room are panelled 
with fine mahogany. Doors leading from the re-- 
ception room into other office areas, forming part 
of the panel pattern, are unblemished by knobs or 
visible hinges; slight pressure at the point where 
a knob would ordinarily be is all that is necessary 
to open them. 

Deep pile carpeting covers the floors for the 
most part, except for circulation corridors, which 
are covered with Armstrong asphalt tile. A handy 
dining room and kitchenette, used for the enter- 
tainment of small groups, is also covered with the 
Armstrong material. 


Pe 


Office of Ernest Heller, of Heller-Deltah Co., New York. This 
office, designed by Morris Lapidus, New York architect, is an exact 
replica of its neighbor, that of Milton Heller. Note the semi- 
suspended desk-table with plastic one-leg support. Desk is fast- 
ened to cabinets which conceal dictating machine, radio, and 

er working equipment, as well as all papers. Light glare is 
avoided through use of diffusing glass, without draperies or blinds. 
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Netherland-Plaza Hotel, Cincinnati, Ohio Conference headquarters 


% EUROPE will send at least one authority to speak to 
the 28th Annual International Conference of the Na- 
tional Office Management Association. The Conference, 
to take place May 25th-28th at Cincinnati, will present as 
one of its featured speakers R. W. Starreveld, Internation- 
ally known expert on office machines. Mr. Starreveld is 
president of the International Office Machines Research, 
N. V., at Amsterdam, Holland. 

Some of the other speakers already signed by the 
Association include Robert E. MacNeal, secretary of Cur- 
tis Publishing Co., Philadelphia; Dr. Earl G. Planty, 
Johnson & Johnson, New Brunswick, N. J.; Kenneth H. 
Ripnen, Kenneth H. Ripnen Co., architects, New York; 
Frank M. Knox, Frank M. Knox Co., Tulsa; Harry L. 
Wylie, faculty member at Northwestern University, Chi- 
cago, author and lecturer, and Pure Oil Co. executive; 
and Carl H. McKenzie, of Pennsylvania Telephone Corp. 

An Office Equipment Exhibit will again be an im- 
portant feature of NOMA’s big annual gathering of of- 
fice management people. 
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OFFICE MANAGERS and personnel execu- 
tives hiring clerical and commercial workers are 
in a position to offer exceptional service to the 
nearly quarter million disabled veterans who will 
this year be seeking jobs through the 1,800 state- 
operated Employment Service offices in the nation. 

Thousands of these disabled veterans were 


| skilled office workers before they went into serv- 


ice, thousands more have taken special training 


| courses which have made them particularly de- 


sirable applicants for office positions. An even 
greater number of disabled veterans are eager 
to apply for on-the-job training programs. And 
as under Public Law 16, the ceilings which apply 
to non-disabled veterans under the amended GI 
Bill of Rights do not apply, the earnings of the 
disabled veteran trainee are not limited as are 
those of the non-disabled. 

Placement records kept by the special inter- 
viewers for the handicapped at every State Em- 
ployment Service office show that disabled vet- 
erans have made good in every phase of office 
work. They are successfully employed as typists, 
fle clerks, business machine operators, account- 
ants, bookkeepers, stock and shipping clerks— 
in fact, in every commercial position from mes- 
sengers to office managers. 

The Veterans Employment Service and the 
Veterans Administration operate under the policy 
that the men who gave the most during the war 
years—the disabled—should have first considera- 
tion when it comes to employment or training 
opportunities. The major difficulty faced in put- 


THE GIRL ON THE COVER 


The girl pictured on the cover 
of this issue, and at right, is ex- 
WAC Technical Sergeant Kathryn 
Roberts of New York City. : 

Kathryn followed two of her 
brothers into service by enlisting 
inthe WAC in March, 1943. Dur- 
ing two and a half years of Army 
duty, she served at various U. S. 
Posts, in London and Paris. She 
was injured during a London air 
raid and now receives medical 
care from the Veterans Adminis- 
tration. She was awarded the 
Bronze Star Medal for her work 
as secretary to the Chief of Staff, 
Communications Zone, ETO. 

Concerning her present job as 
secretary to the Deputy Adminis- 
trator of Veterans Affairs for New 
York State and Puerto Rico, she 
says 


"I like it for the same reason 
| liked my duty in the WAC. We 
didn't do any actual fighting, but 
we helped those who were in 
battle, In this job, | like to think 
| am indirectly helping veterans, 
especially disabled veterans, battle 
to get back on their feet as civil- 
“s Rs Paes concern is to 

9 obs—or job-traini 
a Mek job-training op- 


Kathryn is the daughter of Mrs. 
Hizabeth Keogh, Forest Hills, N. Y. 
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THE 
DISABLED 
VETERAN 

and the 
OFFICE 


By Frank G. Newcomer 


Veterans Employment Representative for New York State, 
Veterans Employment Service, U. S. Department of Labor 
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ting this policy into operation is that not enough 
employers have opened up jobs or training oppor- 
tunities in their firms or offices to disabled 
veterans. 

Those firms which have instituted programs of 
hiring disabled workers are convinced it is a 
sound policy. Speaking of the ease with which 
disabled workers, properly placed, adapt them- 
selves to job requirements, Michael Supa, super- 
visor of the physically handicapped personnel of 
International Business Machines Corporation, 
says: 

“Because of the tremendous range of capabili- 
ties possessed by those with physical handicaps, 
it is not surprising that there has been little need 
for extensive modification of their working en- 
vironment. In the great majority of instances, 
adapting the job to the physical limitation of the 
handicapped person is, with rare exceptions, both 
unnecessary and undesirable. 

“Job adaption is unnecessary for the simple 
reason that proper placement for the person with 
a physical handicap is made so that his remaining 
abilities are compatible with the job demands. 
It is from the point of view of the physically 
handicapped individual that special job adapta- 
tion is undesirable. With every modification 


affected especially for the physically handicappej 
individual, his flexibility as a worker is decreagej 
If sudden engineering changes occur, his valy 
to the firm is decreased disproportionately. If, 9 
the other hand, two or three jobs requiring 
modification have been selected, the individual cap 
be moved from one to another with increasa 
advantage to himself as well as to his employer, 

“The rare exceptions in which modifications of 
jobs are welcome are represented by  thog 
changes which facilitate the work not only fo 
the person with a physical handicap but also for 
the individual who has no handicap. Oftentimes 
such changes are responsible for simultaneously 
extending the job potentialities of the physically 
handicapped and increasing the rate of produ. 
tion. 

“Any job adaptations which result in an ip. 
creased rate of production, greater safety, and 
so forth, are helpful to workers, whether or no 
they are handicapped. Any job modifications 
should serve to extend the work potentialities of 
the physically handicapped individual. 

“In the light of these facts, proper placement 
of the physically handicapped person has the 
same results as the proper placement of a nop- 

(Turn to page 72) 


AN ALL-PURPOSE ROOM FOR THE OFFICE 
Here is a view of aa model all-purpose conference room, which the Armstrong 
Cork Co., in collaboration with the National Office Management Association, is 
presenting as a service to business men. See story on page 6l, this issue. 
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A Danish idea—office desk with extending side drawers. Shown at recent exhibit in London of 
Danish products for postwar “austerity” conditions. 


Environment as an Aid 
to Efficient Operation 


By A. H. Stricker 


Author of "Seven Steps Towards Simplified Office Operation" 


% THERE IS a constant challenge to the indi- 
vidual enterprise to equip itself to operate on the 
most efficient basis—and in a manner which will 
create prestige or good will among its customers 
and comfort for its employees. 

To create the proper environment it is not 
necessary that an office resemble the foyer of the 
Waldorf-Astoria. Any office, no matter how plain, 
can be arranged so that it will lift the morale and 
amplify the energies of the employees. Offices 
may be well lighted and attractive to the casual 
observer, but workrooms of this kind have their 
drawbacks unless the proper environmental con- 
ditions are provided. 

Office machines at the best are noisy. They are 
especially noisy when operated at high speed. 
Noise is a hindrance to good work. Also, workers 
find it easier to operate their machines if they 
are provided with good seeing conditions. Even 
with noise eliminated as far as possible and with 
adequate seeing conditions, the environment is 
— unless the room is properly venti- 
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Essentially to provide an efficient and econom- 
ical office layout, it is necessary to give considera- 
tion to the subject of environment. Environment 
for the purpose of this discussion means adequate 
seeing conditions, noise elimination as far as prac- 
tical, and good ventilation. Each of these when 
established on a practical standard creates in total 
the environment necessary to establish good work- 
ing ‘conditions. 

Research and experience show that seeing 
tasks may be performed with efficiency and ease 
or with uncertainty and difficulty. Conditions 
under which the work is done are the determining 
factor. For example, if office workers are re- 
quired to use their eyes under inadequate seeing 
conditions, they are subject to eyestrain effects. 
Such a condition translates itself into nervous- 
ness, indigestion, fatigue, and other disorders, 
seemingly remote from the cause. The net result 
is reduced efficiency of the worker. 

Offices in general are poorly lighted because 
the user probably is unaware of the multiple 
benefits of good lighting. No one can evaluate in 
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dollars the human benefits derived from good 
seeing conditions. Although the provision of 
proper seeing conditions becomes an economic 
matter, conclusions are too often based upon in- 
complete knowledge of the economics of the aids 
to seeing. From an economic standpoint, it isn’t 
a question of whether offices can afford to have 
good lighting—it is a question of whether they 
can afford not to have it! 

Lighting is a primary and fundamental factor 
of good environment. The office worker to do 
good work not only has to see but see quickly. 
Taking the time for a second or third look can 
slow up operations as well as lay the groundwork 
for errors. Eye strain, one of the principal causes 
of fatigue, sets up a muscular action that affects 
the whole nervous system. Consequently, if poor 
conditions are provided for accomplishing seeing 
tasks (and all office work is a seeing task), then 
it should be expected that a low level of produc- 
tion will prevail, accompanied by a high rate of 
errors. 

There is a marked relationship between vision 
and hearing. Noise is irritating to workers. It 
will take more time to do work in an office that 
is noisy than in one that is not noisy. The various 
sources of noise must be considered and as far as 
practical the noise-producing elements harnessed. 

In the opinion of those authorities who have 
studied the subject and through surveys and ex- 
perience of business concerns, noise does exist to 
a harmful and costly degree in the average office 
space. The advent of machines and equipment 
which create noise, such as typewriters, book- 
keeping and adding machines, the telephone, and 


filing cabinets, has contributed greatly to 4 
problem of office noise. It is, therefore, advisg)| 
to consider the use of noiseless office machjp, 
and equipment wherever possible, as wel] g 
quieting type of floor covering, to reduce as far 4 
possible the intensity of noise originating jy y, 
room. 

Bare floors and long rows of desks can act a; 
perfect sounding board for a constant clamor 
beats with deadly effect on the brains and ner 
of employees. 

Listening to speech under reverberent con 
tions in an office is like trying to watch motiy 
pictures in a room constructed of mirrors, 
large offices especially, many small noiges 
multiplied through reflection of sound from ¢ 
floor and ceiling. Traffic in the office is an ayen 
through which considerable noise is created ap 
can be very much reduced by good arrangemer 
in the flow of work. 


(Turn to page 46) 


Fortunate that organization 
and its employees which can 
occupy a completely made- 
to-order office! Below, mod- 
ern office building of Kala- 
mazoo Vegetable Parchment 
Co., Kalamazoo, Mich. 
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FOR SPEEDY HANDLING, all requests clear through a 
service desk (upper picture). The file clerk on duty notes 
fie request on a printed form and relays it to the proper 


Re. MASTER INDEX is made up of file index cards on two 


ase wheels, which saves steps and time (lower 
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MODERN AIDS 
to FILING 


By Violet Campbell 


Supervisor of Files, Freeport Sulphur Co., New York 


% HISTORY is rarely made in file departments 
but today it is always recorded there. The impor- 
tant point is that it should not also be buried 
there. Whether the “archives” consist of one 
drawer or banks of hundreds of cabinets, the vital 
information contained therein will never be of 
use to the company, agency, or government unless 
it can be produced when needed, to play its part 
in shaping future policies. 

To keep these precious records quickly avail- 
able requires constant effort and study of new 
equipment and new methods, to see where and 
how they can serve a useful purpose in that par- 
ticular set-up, for unless each can do double duty, 
it cannot be considered. 

In Freeport we are fortunate in having some 
of the most modern aids to efficient filing, and 
since, for the size of the department, we have a 
large number of calls for material, we must con- 
stantly obtain the maximum use from each sep- 
arate piece of equipment. 

In order to facilitate quick handling of files, we 
have found that a service desk equipped with a 
telephone and printed forms to be filled out as the 
request is received, is invaluable. All telephone 
as well as personal requests clear through this 
desk, which is attended by a file clerk every hour 
of the day. A system of rotation is worked out so 
that each girl has her quota of hours at the desk 
each week. In this way calls receive immediate 
attention. 

The next step is to take the request to the 
master index, which is filed on two big Cardineer 
wheels, to get the subject. Devised originally for 
inventory contro] cards, these wheels are now 
being used successfully for file index cards by 
many file departments. At Freeport cards are 
filed in alphabetical order, by subjects or names. 
Since we have several subsidiary companies, a dif- 
ferent colored card is used to represent each 
company, so that one may choose the desired card 
in each subject group at a glance. 

Once the subject reference is obtained, the file 
clerk carries the search to completion by locating 
the file, which may be anything from an original 
document protected from fire in Firemaster cab- 
inets to routine material in regular vertical files. 

Each file clerk is responsible for one particular 
section of the file from the time the material is 
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received until it is filed away in Rembrand folders 
made with prongs fastened into the folder to 
keep the file papers neat. New material is read 
thoroughly and coded with the help of a Rock-a- 
file card cabinet on each clerk’s desk. New sub- 
jects or names are carded, then given to the typist 
to transfer to the proper colored card. No cross- 
reference sheets are used, as cross-referencing is 
done on the cards or by excerpting letters. 

Freeport Sulphur Co.’s operations have to do 
with many technical questions. For this reason, 
although requests for the technical files are 
cleared through the service desk, a special set-up 
has been worked out for this important section of 
the department. These files are voluminously in- 
dexed and cross-indexed on especially printed 
cards. From this card index the special technical 
file clerk can quickly produce through such card- 
ing material in any way requested—by name, 
location, subject matter, or all three. For instance, 
even a request for correspondence on “all min- 
erals we have examined in Idaho, Washington 
and Oregon,” cannot stump this clerk. 

A volume report kept of all material received 
during the month is useful so that comparison 
with the previous year’s figures may be made and 
the growth of the department charted. Increased 
efficiency of the files is thus shown, as well as pos- 
sible need for additional equipment or employees. 

A manual of procedure is important to intro- 
duce new clerks to the history of the company 
and methods used in filing each kind of material. 
This is kept handy for constant reference by every 
member of the group, whether new or of long 
standing. 


A PLACE FOR EVERYTHING and everything in its place at Freeport Sulphur Co. 
—from original documents in the fireproof safe to routine material in regular 
vertical files. 


Environment 
(From page 44) 


Although the control of noise at the Source j 
important generally, it is not possible to solve th; 
office noise problem by this means alone, Jj, 
isolation of noise areas involves the segregatig, 
of noisier equipment into separate rooms » 
enclosures away from the general office. 

As the term is now generally used, “air cong 
tioning” embraces control of temperature, humid 
ity, circulation, and cleanliness of air within ; 
structure or sheltered space. Control of they 
factors, all of which affect human health anj 
comfort, is the end product attained through 
good air-conditioning for office operation, 

Air-conditioning and its advantages in the retyij 
field have proven economic benefits through r. 
duced cost of operation and, in the last analysis 
augment profits. These are measurable gains tha! 
can be translated into dollars and cents. Les 
tangible, but equally important as any of they 
benefits, is what air-conditioning does to and for 
the workers. The human factor is difficult of 
appraisement. But it is there, and it looms larg 
among the multiple benefits which air-condition. 
ing has brought to mankind. 

Too little attention has been given to the nee 
of ventilation. In the executives’ and higher paid 
employees’ offices air-conditioning units are often 
employed, but the ordinary employee is lucky to 
get any kind of consideration in this respect. 

Poor lighting is false economy. Excess noise 
means inefficiency. Poor ventilating conditions 
are detrimental to good work. 


a 
: ; 
eg 
= ea . 
a 
a l 
* . 
Be 
4 ad | 
= 
oe x DE 
. New 
. cite 
i and a 
_ | Insur 
a cently 
a New 
a in cor 
as ) . 
as busin 
4 An 
a proje 
es ) Reco! 
ue Speci 
aa chive 
ay large 
- proje 
Rubl 
% Dr 
es gan 
3 % : ae vee of th 
_ = \ >: a ae aay, we 
a : ew ee i Ee. pad A i oA “om Cee. ie enou 
= > iv i si 2 a3 ae , he Pe ‘ 3 Ke. bial ee are. Ce =f oe s issue 
Ee Nt @ j ee ee how 
S OS ae Pe a) h—ClUP ' a: | 
a ef 4 } a. es ¥ : ; eo a , : 2 ar 7 = <i -_ me wer 
a can o vel , a ae. | Les i # help 
a : ES . - ee re . a ee 4 id ” 4 — ne — ‘?* oe . recd 
2 ®, ww —- ha —~ ah lies stat 
4 { * »y ae,” ae , ie & = ee ee 
a =| “ee fo. |e ea : 
ae ee we. | i wi — | ree . ne ger’ this 
“'e See ES Ae ee a tac] 
« — a ee > ~~ = 
i mal _ — | |. a ae a the 
a es i ih Les oa a Bee eve 
ee eee . —— of — - -epnguatls ek 
i j--! \ ‘jee oe , ee — lease | Un 
Bi ' Se | _ 7 sae Co, B 7 eee te i gi | fs ~ es +o ake | , 
' a a ee C— + a : eo ee 
> ae 
— 46 OFFICE MANAGEMENT AND EQUIPMENT April, 147) Ap 
3 ae Se | ee oe ee ce a ee 


lition- 


» Need 
r paid 
often 
ky to 
t. 

Noise 
itions 


, 1947 


BUSINESS 
RECORDS 
and 
BUSINESS 
HISTORY 


4 


Historian and business man can work together to mutual advantage 


% DR. SHEPARD B. CLOUGH, president of the 
New York Committee on Business Records, asso- 
ciate professor of history at Columbia University, 
and author of “The History of The Mutual Life 
Insurance Company,” made an eloquent plea re- 
cently to members of the Filing Association of 
New York respecting the work of those interested 
incompiling a comprehensive history of American 
business. 

Among the organizations interested in this 
project are the New York Committee on Business 
Records, the Economic History Association, the 
Special Libraries Association, the National Ar- 
chives in Washington, and many others. Many 
large business concerns are also interested in such 
projects, one of these being the Firestone Tire & 
Rubber Co., Akron, Ohio. 

Dr. Clough’s interest in business records be- 
gan when he undertook. to write the history 
of the Mutual Life Insurance Co. On being taken 
where their records were kept, Dr. Clough found 
enough material to fill ten rooms. It turned out, 
however, that it was not necessary to wade 
through the entire accumulation because there 
were available elaborate statistical records which 
helped him to reduce the volume by use of tabular 
records. Thus was suggested the wisdom of using 
statistical methods to reduce the bulk of records. 
. Some of the trustees of the company were so 
impressed by Dr. Clough’s success in preparing 
this history of Mutual Life that they suggested he 
tackle historical records in other companies. In 
the meantime, however, the war came on and Dr. 
Clough went into the State Department to help in 
the war effort. The work was carried on, how- 
ever, by Professor Thomas Cochran of New York 
University, who has helped to arrange records or 
write history for the National City Bank, the 


American-Hawaiian Steamship Co., and the Pabst 
Brewing Co. 


Their experience has led Mr. Cochran and Dr. 
Clough to formulate the following conclusions 
regarding business records: 

(1) That records should be kept in more 
orderly fashion by advanced planning. 

(2) That it is quite impossible for them to 
do much about collecting and housing records 
due to lack of facilities. Public and college 
libraries are already overloaded and an accumu- 
lation of the necessary records would fill many 
warehouses. Consequently business must keep 
its own records of historical value. Dr. Clough 
feels, however, that he and his associates may 


Reduction of records to statistical form obviates time-wasting heavy 
digging when the history of a business comes to be written. 
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be able to suggest ways and means of keeping 
and housing these records more satisfactorily 
and economically. They are asking the coopera- 
tion of representative firms in making records 
available to trustworthy people, who will work 
with the records and offer help where needed. 
Mr. William Miller is now working under the 
auspices of the New York Committee on this 
project. The work is being supported by the 
Social Science Research Council. The Commit- 
tee consists of such men as James A. Farley, 
American Hawaiian Steamship Co.; _ Mr. 
Foulks, Dun & Bradstreet; Allan Nevins; Dean 
Robert Colkins, School of Business, Columbia 
University; Dean Collins of New York Uni- 
versity, and Mr. Emmett Leahy, Remington 
Rand. An old pamphlet on “How to Keep Busi- 
ness Records” is soon to be replaced by a new 
one which will be available to interested people. 

(3) That more records could be reduced to 
statistical form. Records pertaining to sales 
are important but can easily be reduced in size 
by being tabulated. 

(4) That records be kept for use in estab- 
lishing business policy. Studies of business rec- 
ords over long periods of time yield good his- 
torical material on past policy of the concern 
being studied. Information of a technical nature 
accumulated over a period of years should be 
made available, especially to manufacturing 
concerns and to insurance companies. 

(5) That records could be used in establish- 
ing the financial aspects of a business enter- 
prise, such as (a) where the original capital 
came from, (b) how financial needs are met 


and (c) how difficult it is to get capital. Much. 


of this information may be reduced to statistical 
tabular form. 


(Turn to page 74) 


Scene from "The Duties of a Secretary," 
new movie intended to aid in training Se 
students in secretarial work : 
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“The Duties 
Of 


a Secretary’ 


% “THE DUTIES OF A SECRETARY,” a-sound 
motion picture produced for the Underwood 
Corporation by National Educational Films ag a 
service to schools and colleges, was previewed on 
March 21st at the Monte Carlo, in New York 

The production, thirty minutes long, was based 


on the results of a nation-wide survey in which | 


business educators were asked the question, 
“What kind of a motion picture would make the 
greatest contribution toward business training?” 
The nearly unanimous answer was, “A film that 
will show our students some of the duties of a sec. 
retary.” The picture that resulted is a refreshing 
combination of material that meets curricular 
needs and furnishes good entertainment. 

In commenting on the picture, Philip D. Wag- 
oner, chairman of the board of Underwood Cor. 
poration, said “We feel that a film has been pro- 
duced which has long been needed in the sch-"’ 
and colleges of America, and which we hop 
play an important part in better comm. 
training in the schools, and thus indirectly ben: 
business through better trained office worker: 
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TYPE BY TAPE to speed the writing of 
form letters and tc get form letters that 
are individually typed. The Flexowriter con- 
sists of an automatic perforator and auto- 
matic letter writer. The typist, using the 
automatic perforator first, types a letter in 
the usual manner and at the same time per- 
forates a paper tape automatically. Then 
she turns to the automatic letter writer, 
places the prepared tape in the machine, 
inserts a letterhead and types the date, 
address, and salutation. She flicks a switch 
and the automatic Ictter writer types the 
letter from the tape, automatically stopping 
wherever fill-ins are required. These two 
units also may be operated together to 
oroduce duplicate tapes for additional ma- 
chines or for mailing. While one machine is 
typing, the typist can attend as many as 
three other machines or perform other office 
duties. The Flexowriter employs two standard 
electric typewriters with feather-touch key- 
boards. The entire machine is compact and 
portable. It may be used on any type of 
table equipment available in any office. 
This all-electric machine is made by the 
Justowriter Corp., | Leighton Ave., Roches- 
ter |, N. Y., who heve a brochure describ- 
ing the machine completely. 
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LEFT: 
THE ELECTRON, apgiied in countless ways 


in the fields of communication, and transporta- 
tion, has entered the field of business in a high- 
speed automatic electronic multiplier. De- 
signed for high speed mass production figuring 
of such problems as hours worked times wage 
rate in payroll work, or quantity times unit price 
in cost accounting, this machine multiplies six 
Cigits and punches the enswer in a card at the 
rate of 100 per minute 6,000 cards an hour 
pass through it in 1 steady stream without 
making a perceptible stop. Actual multiplica- 
tion is performed by a bank of electronic 
tubes with no moving parts in place of several 
thousand mechanical and elecirical parts which 
otherwise would be required. It utilizes cycli- 
cal impulses emitted from electronic tubes at 
a rate of 50,000 a second to perform the com- 
putations. The macliine is made up of two 
connected units. One reads the problems from 
IBM punched cards end punches the results 
into the same cards. The other performs the 
actual calculations electronically. Recorded in 
punched hole form, the results are permanent 
and at the same time quickly available for use 
with other IBM punched card machines to pre- 
pare whatever printed reports and documents 
may be required. Frorn the International Busi- 
ness Machines Corp., 590 Madison Ave., New 
York 22. 
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ABOVE: 

A MECHANICAL COLLATOR made by Thomas Mechanical 
Collator, 216 South Ave. E, Cranford, N. J. The unit is operated 
by pressing a foot-pedal. The operator sits while pedaling. De- 
signed to take standard letter size mimeograph sheets, it will 
collate most papers ranging from 8 pounds to 20 pounds sub- 
stance. The model shown will gather from 2 to 16 pages at a 
rate up to 30,000 sheets per hour. The unit is 27 inches wide, 
27 inches deep, and 40 inches high. Has all-steel construction. 
Finished in greywinkle. Price, $425, f.0.b., Cranford, N. J. 


BELOW: 

EVEN TEMPERATURE, normal evaporation, and comfort is prom- 
ised for the 1947 MotionAir indirect air circulator. It directs a 
column of air from floor level toward the ceiling with sufficient 
velocity to produce the correct amount of air turbulence. When 
this column reaches the ceiling, it deflects in all directions, then 
travels downward, impelling gentle air motion throughout the en- 
tire room. It is useful both in winter and summer. Small, compact, 
and sreamlined in appearance and operation, it is made of die 
cast aluminum, and is powered by small electric motor that oper- 
ates on ordinary housé current. May be transferred easily from 
room to room. All wiring is insulated as a precaution against short 
circuits. The louvred case protects hands and clothing from the 
propeller blades. No expensive permanent installation is necessary 
as it plugs in an ordinary light socket. Weiahs 20 pounds. Priced 
at $75. Immediate shipment is promised by MotionAir, Incorpor- 
ated, 3319 East Slauson Blvd., Los Angeles 1/1. 
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BELOW: 


A HAND-OPERATED MAIL OPENER is the Roto-Shear, many. 
factured by the Roto-Shear Co., Ltd., 4503 Travis St., Dallas, Te: 
The company says that a little experience will enable the operate, 
to open from 30 to 40 letters a minute with this machine. Letter 
are opened by a razor-sharp steel blade which slices off enough of 
the envelope to expose contents without damaging them. Cutt, 
bar is protected by a guard and is self sharpening. Will handle 
envelopes up to II inches. 


ABOVE: 
WHEN LETTERS SPEAK. 


The Brush Development Co., 
3405 Perkins Ave., Cleveland 14, Ohio, has developed the 
Mail-A-Voice, a magnetic recorder-reproducer which will 
make a record that can be folded and mailed. The instru- 
ment weighs only 13 pounds and is equipped with a carrying 


handle. Strong metal case with a grey finish. Recording 
blanks costing only a few cents each are packaged in a 
handy envelope containing twenty blanks. Each blank re- 
cords for three minutes. The machine is distributed by the 
Business Specialties Engineering Co., 608 South Dearborn 
St., Chicago 5. 
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BELOW: 
oR THE MODERN EXECUTIVE'S DESK is this business-like 
combination radio and intercom set made by Electronic Labora- 


tories, Inc., Indianapolis. Both the radio-master station and slave 
ynits are completely housed in finished mahogany veneer cabinets 
to harmonize with modern office furnishings. Intercom controls 
are located on top half of front panel, while radio controls and 
dation settings are below. Four slave units may be included in the 
circuit, each with an operating range of 500 feet. Designed for 
ye with AC or DC current (105-120 volts, AC, 50-60 cycles, or 
105-120 volts, DC). Radio-master unit employs a superheterodyne 
type circuit of six tubes, with permeability type tuning, crystal de- 
tector, automatic volume control, beam power output tube and 
tyned rf stage, mounted on a heavy gauge cadmium plated chassis. 
Input is 30 watts, AC or DC. Vario tuner is employed, dispensing 
vith the variable condenser in tuning. The antenna is a built-in 


HI-Q loop type. 


ABOVE: 


FOR THE WOMAN EXECUTIVE. The two ce- 
ramic desk sets, designed by Robert Gruen Asso- 
ciates, are part of the Parker Pen Co.'s new 51 Magic 
Wand Desk sets. The graceful shapes and the soft 
colors were selected to blend with almost any deco- 
rating scheme. The feather ceramic base has a pal- 
ladium finish, combined with the raised, sculptured 
feather, in either rosy pink or blue-green. The flow- 
ered tile base is also made in these two colors, 
combined with alternating white tiles, which have 
raised flowers to match the color of the base. The 
leaves have a palladium finish. The scoop shaped 
holder is held to the base by a concealed permanent 
magnet, Alinco V, which permits the pen in the 
holder to be placed at any angle and to rotate at 
360 degrees. The pen and holder may be removed 
from the base so that the pen, sealed by the holder, 
may be locked away in a desk drawer at night for 


keeping. The Parker Pen Co., is in Janesville, 
isconsin, 
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ABOVE: 

A MARGIN JUSTIFIER.  Typewritten matter with perfectly 
aligned right-hand margins can be prepered on any typewriter 
with the new Edison Margin Justifier, distributed by the Justifier 
Sales Co., 2022 Glendale Blvd., Los Angeles. This accessory may 
be installed on all standard typewriters now in production, and 
converts the machine into a Justifying composing machine. When 
this device is used typewritten material looks like printed matter. 
The Edison Margin Justifier will aid the appearance of any ma- 
terial that is normally reproduced by the three major duplicating 
processes that use typewritten matter, stencil, fluid, and offset. 
The item can condense a line of copy or expand it almost un- 
noticed. It lessens the use of hyphens. May be installed in a few 
minutes. Normal operation of the typewriter is not disturbed. 


BELOW: 


A NEW TYPEWRITER SUPPORT to eliminate ver- 
tical desk vibration. All of the movable parts of the 
Sted-i-leg are inside the all-metal cylinder and pro- 
tected from dirt and grease. The Sted-i-leg is made 
with a ball-locking mechanism that can not slip out 
of adjustment. Measures 16 inches collapsed and 
27'/2 inches extended. Additional information can be 
obtained from Sted-i-leg Co., 1257 South La Brea, 
Los Angeles 35. 
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ABOV:: 

TYPE AND FILE AT THE SAME TIME 
with the Type-'N'-File cabinet from the 
Marshallan Mfg. Co., 10750 Berea Rd., 
Cleveland 2, Ohio. Finished in high gloss 
baked brown, green, or hammered silver 
grey. Easy rolling casters. Electrically riveted 
and welded construction. Shipped set up. 
Typewriter table made of steel; adjoining 
filing cabinet of high grade tempered Mas- 
onite supported by steel legs and steel 
cabinet shelf. Cabinet has 3/ 16-inch steel 
rods to hold hang files. Filing cabinet, 18 
inches long by 14 wide by I! deep; table 
top total, 45 inches with drop leaf up and 
36 with drop leaf down. Height, 26!/2 
inches. Weight, 23 pounds. One to a car- 
ton. F.o.b. Cleveland. 


BELOW: 

A WORD OF EXPLANATION. The Operadio Mfg. Co 
Charles, Ill., is now in production on their new Explainette sx 
slide film equipment. The new portable model incorporates 
new features. Designed to meet the demand for audio-visual aids; 
sales training, point-of-sale selling, employee training, and 
education. Designed for small and medium-sized audiences, 


BELOW: 


A NEW MODEL in the line of brake revolving lecterns 
presented by the Kelley-Mennes Mfg. Co., Rockford, Ill. It 
is built of strong, light plywood and is adjustable to various 
angles. Locks instantly with the brake handle. Finish is 
walnut unless otherwise specified. Available in three stand- 
ard sizes, 12 by 16 inches; 15 by 24 inches; and 18 by 36 
inches. Can also be built to special specification. 


LEFT: 
AN ALL PURPOSE Postal Scale offered by Commercial Control 


Corp., Rochester 2, New York. It is a fast and accurate instrumen’ 
for computing exact postage on first class mai!, air mail, thirc 
class mail and parcel post. It also has a special indicator for the 
book rate. Capacity, 30 pounds. Weights are shown in ounce gracu 
ations making computation of postage to other countries easy. |" 
cylindrical chart has wide readable computing area magnified by é 
reading lens which covers the chart opening. Interior illumination o 
the chart is automatic when the platform is depressed. 
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In women's lounge at Air Reduction offices 


GUARDING 
EMPLOYEE 
WELFARE 


By Grace Buckley 
April, 1947 


% TWO FEATURES that rate high for their 
value in building a happy and healthy personnel 
in the main offices of Air Reduction Co., at 60 
East 42nd Street, New York, are a progressive 
medical department and an attractive women’s 
lounge for rest and informal lunching. 

Cheerful, inviting atmosphere and the receptive 
attitude of the expert staff permit the medical 
department to function not only as a center for 
pre-placement examinations and first-aid treat- 
ment, but as a friendly clearing house to which 
the 1,000 members of the headquarters personnel 
bring widely diversified health problems for dis- 
cussion and solution. 

The staff includes one physician, who is avail- 
able in the department one day each week, when 
pre-placement examinations are conducted. Two 
physicians are on call or consultation throughout 
the working day. The graduate nurse who has 
charge of the department, which is open during 
office hours, assists employees who come for rest 
or treatment. She also prepares applicants’ med- 
ical histories to aid the physician in making the 
pre-placement examination, and keeps records. 
Her helpful counsel is at the disposal of all work- 
ers seeking her advice. Her own Army service 
overseas makes her especially well fitted to deal 
sympathetically with the medical.problems of the 
many veterans in the headquarters personnel. 

An average of twenty-five employees visit the 
department daily. While this is an excellent figure, 
the staff is gratified when it increases. For this 
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medical unit stresses prevention, and a talk with 
the doctor or nurse is often the means of solving 
a troubling problem and keeping the employee or 
members of his family in good health. 

Visits are entered in the department’s Day 
Book, the record including the employee’s name, 
department, reason for the visit, and a notation 
of what was done or suggested. 

The very complete pre-placement examination 
that the department gives is one of its most 
valuable services. Including blood tests and 
urinanalysis, this examination detects any devia- 
tion from normal physical condition, allowing im- 
mediate treatment. If the applicant enters the 
company’s employ, the department makes certain 
that its recommendations are carried out in the 
interest of his own welfare. 

One of the most interesting functions of the 
department consists of its adjustment and super- 
vision of workers whose pre-placement examina- 
tion reveals some abnormality, such as in the 
heart or the blood pressure. If applicants are 
otherwise acceptable for employment, they are 
not rejected for medical reasons, provided that 
activity will not be injurious to their health. 
Instead, the medical department, cooperating with 
the employee’s own doctor, effects a satisfactory 
adjustment in the office, continuing checkups or 
supervision. Typical of the many employees 
adjusted in jobs which they may safely hold is 
one girl with a heart condition who operates a 
machine, in work that allows her to be seated. 


About 25 employees a day visit the medical department at Air Reduction Co., Inc. 


This adjustment was worked out in accordance 
with the recommendations of the medical depart. 
ment’s staff physician and the employee’s owy 


doctor. O f 


Employees returning to work after undergoing 
an operation often need regular observation or 
special working conditions. Conferring with the 
employee’s surgeon, the department makes sure 


that his post-operative orders are carried out, standa 


Each employee is entitled to one physical exam. 


ination yearly. When illness may necessitate an | watch. 


operation or leave of absence, the staff works with 
the employee’s physician to assure a_ beneficial 


arrangement. perfor 


Preventive and educational activities are a de- 


cidedly important phase of the medical depart- | occur. 


ment’s progressive program. In the course of an 
average day, they are likely to range all the way 
from the administration of influenza vaccine to 
an employee requesting this protection to advice 
concerning the feeding of a small child in an 
employee’s family. 

At present the unit is checking and studying 
results obtained through recent administration of 

(Turn to page 68D) 
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WAGE 
INCENTIVE 


and 
Office Operations 


(From page 34) 


The factors considered in establishing the final 
standard are: 

(1) Time to do the job as measured by the stop 
watch. — 

(2) Speed at which the operation is performed. 

(3) Effort or fatigue allowance necessary to 
perform the operation. 

(4) The frequency at which the work elements 


occur. 
Types of Work Covered 


(1) Centralized Typing 
(a) Type prose. _ 
(b) Type short repetitive letters. 
(c) Type figure tabulation on form fill in. 


(d) Type addresses on envelopes, labels, 


etc. ; 
(e) Type stencils. 
(2) Order Entry Typing 
(a) Tire, tube, and accessory orders. 


(b) Industrial products, aeronautical or- 


ders and specifications. 


(c) Drug sundries orders and specifica- 


tions. 
(d) Advertising orders. 


(e) Purchase orders, change orders, and 


shipping releases. 
(f) Type invoices. 
(3) Centralized Transcribing 
(4) Filing 


(a) Centralized filing of correspondence. 
(b) Departmental filing of sales orders, 
corre- 


specifications, miscellaneous 
spondence and invoices. 
(5) Posting 
(a) Stock records to Kardex files. 
(b) Cost records to visualizer books. 
(c) Pricing of time sheets. 


(d) Hours and money to weekly earnings 


summary cards. 
(6) Editing and Checking of Orders 
(7) Key Punch (Payroll and Labor) 


(a) Combined payroll and labor distribu- 


tion. 


(b) Engineering material and labor cost. 
(c) Processing cost, compound produc- 


tion and recipe records. 
(d) Warehouse and _ stationery 
withdrawals. 
(e) Advertising and printing costs. 
(f) Other miscellaneous reports. 
Key Punch—Statistical 
(a) Punch and verify sales statistics. 
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stock 


(8) Billing 

(a) Cost extending and checking. 

(b) Price extending and checking. 

(c) Duplication of invoices. 

(d) Sorting and matching of balance 
orders. 

(e) Footing preparation by billing classi- 
fication. 

(9) Figuration of Payroll and Labor 
Distribution and Production Sum- 
marization for 16,000 Factory Workers 

(10) Printing and Reproduction 
(a) Addressograph. 
(b) Hectograph. 
(c) Mimeograph. 
(d) Multigraph. 
(11) Centralized Utility 
(a) Hand numbering and stamping of 
forms, etc. 
(b) Carbon and form assembly. 
(c) Collating. 
(d) Envelope stuffing. 
(e) Seal folders with stickers. 
(f) Affix address stickers to folded ma- 
terials. 
(g) Hand fold newsprint, post cards, ad- 
vertising circulars, ete. 


Determination of Standard 


From the observation sheet, all essential infor- 
mation is transferred to the recap sheet, analyzed 
and recorded by element. From each series of 
stop watch readings, the value selected for each 
element is determined and converted by speed and 
effort rating into units of work. 

These units of work are then totaled for all 
elements and multiplied by 100 to determine the 
standard in Units per 100 pieces. 

The Unit therefore, becomes the amount of 
effective work produced by a normal operator, 
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working at normal speed under normal working 
conditions in one minute, and consists of a per- 
centage of work, plus a percentage of compensat- 
ing relaxation. 


Production Standards and Tallies 

In general, standards are set up in terms of the 
most economical, simplest, and fool-proof means 
of recording production. Wherever possible, it is 
well to establish the standard so that the control 
is automatic, through predetermined counts, pro- 
duction tie-ins, periodic audits, close supervision, 
and clock card recordings. 

All typing is reported on the basis of cyclo- 
meter points. 

Filing is based on orders, specifications, cards, 
invoices, or pieces of correspondence. 

Posting is established on the basis of the num- 
ber of cards, sheets, orders, etc. completed, de- 
pending upon the average number of postings per 
card, sheet, or order. 

Editing is set up on the number of order requi- 
sitions, by classification, based on the average 
number of items per requisition. 

Checking is set up on the basis of the number 
of orders checked depending on the amount of 
typing on each order. 

Key punching is paid on the basis of the num- 
ber of cards punched, as determined by weight 
(1 lb. = 190 ecards). 

Copy reproduction—the number of copies re- 
produced as obtained from machine counters af- 
fixed to all machines. 

Payroll figuration is paid on the basis of the 
number of production tally sheets figured; the 
count established from a predetermined control. 


Compensation—Salary Incentive Workers 
Compensation of office employees by salary in- 
centive method is based upon: 
(a) Base salary of the job—as determined by 
job evaluation. 
(b) Performance of employee—as determined 
by attainment on time study standard. 
(c) Special rate paid for unmeasured produc- 
tion of work not standardized. 


Base Salary 


Salary ranges are established from the number 
of points recorded for each job as determined 
from the job questionnaire, which consists of the 
following factors: 

(1) Description of duties. 

(2) Complexity. 


(3) Education. 
(4) Experience. 
(5) Training period. 


(6) Supervision—given and received. 
(7) Contacts—internal and external. 
(8) Written expression. 
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(9) Physical working conditions and envyiroy, 

ment. 

(10) Responsibility for company assets, 

(11) Machines and equipment. 

Salary incentive workers qualifying as experi. 
enced operators by attaining the standards «&. 
tablished by time study receive the minimum rat, 
of the salary range as base salary, the same rat, 
paid non-incentive workers for similar work. 

Upon standard attainment of 40°% above nor. 
mal requirements, the incentive worker equals or 
exceeds the maximum salary of the non-incentiye 
employee and is permitted through additional “4 
ductive effort to attain premium of 67% more 
than base salary or approximately 20° more than 
is possible to earn on straight salary basis. 

This relationship is stressed in selling the jn. 
centive plan to new employees. 


| 


Performance of Employee 

Through the application of the established 
standards to production records before standard- 
ization, the average efficiency of the non-incentive 
office worker has been established as 75% of nor- 
mal requirements. 

This factor is used in the figuration of savings 
and in the establishment of learner salaries and 
production attainment while qualifying for base 
salary requirements. 

Officewide average attainment of all experi- 
enced salary incentive workers is at present ap- 
proximately 42% above normal or base salary. 


Special Rate Paid for Unmeasured Production or Work 
Temporarily Not Standardized 


Every attempt is made to measure and stand- 


ardize all the work performed by each operator 
paid on the incentive plan. In some instances, 
however, although measurable, it is not always 
practical to establish an equitable means of tally- 
ing production. 
have to be cancelled temporarily due to changes 
in method. 

To provide an equitable basis for payment for 
work temporarily performed under these condi- 
tions, we have established various policies under 
which each operator is guaranteed acceptable 


Again, existing standards may ' 
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‘‘DEMAND THE BEST!'' 


53-SS WORTH STREET 
NEW YORK,N.Y. 
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rates of pay depending upon the conditions jy 
volved and based upon past individual attainmey 

These policies are justified on the basis the: 
at any time the standards are removed and yy 
considered in figuring earnings, production falls 
off rapidly. For this reason, policy payment 
usually less than, sometimes equal, but never ¢. 
ceeding full average earnings while on standards 


Earnings Figuration 

Office incentive employees are paid at a monthly 
salary rate, the same as other salaried employees, 
In the figuration of incentive earnings, this salary 
is converted to an hourly rate which is divide 
by 60 to obtain the Work Unit Value. 

At the end of each two-week pay period, to the 
total Work Units produced on standard, the tota! 
Units approved’ for special rated payment, regular 
absence, vacations, etc., are added by converting 
each hour (other than those on standards) to 
Work Units at the special rate per hour governed 
by policy. This total is further modified by any 
accuracy bonuses or penalty reductions to give 
the total paid Work Units and hours for the pay 
period. The total paid Work Units multiplied 
by the Work Unit Value equals the earnings for 
the pay period from which is subtracted the base 
salary to obtain the premium. By dividing the 
total paid Units by the total hours worked, the 
paid Unit-hour rate is established for payment 
of overtime earnings. 


The Office Earnings Report 
This report is prepared from the earnings fig- 
uration sheet and is sent to the paymaster, de- 
partment managers, and time study divisions. It 
consists of a summary by operators of Work Units 
produced, hours worked, hours absent, the Unit- 
hour rate and earnings — base, premium, and 
overtime. 
The department manager studies it for depart- 
mental effectiveness, lost time, and absence, and 
retains it as an earnings record. 
The time study department analyzes it for Unit- 
hour attainment, lost time, and hours not stand- 
ardized. 
Employees’ Reaction 
Any change affecting earnings is at first seldom 
received with spontaneous approval. It is only 
after experience has proved the plan to be ben- 
eficial that the employees’ reaction is really sig- 
nificant. As long as each worker is satisfied that 
incentive earnings are comparable to or greate! 
than those paid for similar work within the in- 
dustry, the plan is fully accepted. 
Perhaps the best test of employee acceptance of 
our plan, is the exceptionally low turnover for this 
group. In our centralized transcribing depart- 
ment, 30% of the present personnel have worked 
continuously since 1928, when the present method 
was installed. Incidentally, with one exception, 
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Get relief with G/W SAFEGUARD FILING OUTFITS 
and GlobeArt STEEL FILES 


The “Safeguard” System is sure protection against “‘Find-i-tis”*. Easy to install, easy 
to operate—it requires no special training. Anybody can file and find accurately 
with less than five minutes explanation. Gone are expensive, irritating mistakes in 
filing, delays in finding papers. 

For 1-, 2-, 3-, and 4-drawer letter size files, SAFEGUARD Outfits come ready- 
packaged, with directions for installation and use. Your G/W dealer will give you 
free consultation on larger installations or special problems. 

For complete satisfaction from your filing system 
be sure you get the famous GlobeArt STEEL FILES, 
precision built for feather-touch operation. Place 
your order now. The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio. 


“FREE FIND-I-TIS’’ BOOK f 


ee cs se ce ee ee ee ee ee a | 
The Globe-Wernicke Co. 
(Headquarters for Modern Office Engineering) 
Dept. GOM-47, Norwood , 
Cincinnati 12, Ohio. 


Please send the famous “‘Find-i-tis” book showing the easy way to accurate filing. 


: § Name... 
= ouming . packed with facts for 
ier ; . 
ing nd coupon today. aa Address 
"4 City Zone State 
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these operators are still the highest producers 
in the group. 

To secure favorable reaction, we have been care- 
ful in our selection of time study engineers. We 
have approached the employees pleasantly and 
courteously, discussed their problems, listened to 
their complaints, put them at ease, stressed their 
importance to the company and listened to their 
suggestions, in an effort to gain confidence. 

We have exercised great care in demonstrating 
fairness of each standard and the possibility for 
extra earnings which it holds by going over each 
element, explaining speed and effort rating, and 
how we arrived at the standard. 

Each day the employee is shown her previous 
day’s attainment as figured by the Timekeeping 
department. Most importantly, she is shown how 
to figure her own earnings. 

We keep in touch with the installation and take 
time out to explain anything about the setup that 
is not clear to the operator. If necessary, we take 
production checks in order to convince operators 
that the standard is fair. 

Sometimes we find that additional work has 
been added and not provided for in the standard. 
In this case, we lose no time adjusting the stand- 
ard accordingly. 


Instances of Savings 


The statement that the highest degree of effi- 
ciency can be maintained aie the best shite and 


equitable wage scale can be questioned in the light 
of actual experience in our company. It is Tecog. 
nized that there are functions which enter jnt, 
many operations which canuot be definitely Meas. 
ured. However, if the present plan is merely ty 
hire good help and pay the highest wage seal 
existent in the community, a study of the methods 
and the establishment of a standard and ap jp. 
centive increase output and reduce the cost per 
Unit. 

For example, in 1928, in our central filing de. 
partment, the average number of pieces filed and 
abstracted from the files per month by five per. 
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sons was 13,754. In 1931, after application of g 
methods study, and wage incentive, the average | 
number filed was 25,594 and this attainment was 
by two people. Today in the same department 
under the same incentive system, two operators 
are still filing between 700 and 800 pieces each 
per day, which on the present five-day week will 
approximate 35,000 pieces per month, in addition 
to performing other standardized operations, such 
as servicing telephone and counter requisitions 
and those requests for correspondence emanating 
from various executives. 

In the writing of purchase orders, not long 
after study and standardization, one typist was 
handling all the orders for which three typists 
were formerly paid. 

Again, in the pricing of factory production 
(Turn to page 64) 


INTERCOMMUNICATION EQUIPMENT 


Action! 


- , af. Gather Information with 

: S| aa FLEXIFONE! NO WAITING tor 
Operators . . . NO DIALS OR BUZZERS! 
Save Time, Shoot, Steps and Nerves! 


Executive decisions and production prob- 
lems swiftly, clearly carried to the key men 
in your organization to be executed and 
solved immediately. FLEXIFONE is quality 
engineered and built . . . modern and func- 
tional in design to meet your demand for 
a lightning-fast method of intercommuni- 
cation. Choice of several models with 
capacities up to twenty connections. Mail 
coupon today and let free 
folder show you how 
FLEXIFONE gives you 
Wings for Your Words. 


Also Mfgs. of Plant Broadcasters for music and voice paging. 


OPERADIo — 


PIN TO YOUR 


OPERADIO MFG. CO., DEPT. OM-4, ST. CHARLES, ILL. 
Please send free literature as checked: 

(0 FLEXIFONE Intercommunication 

CO Plant Broadcasting 

0 Make appointment to discuss our needs. 
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An All-Purpose Room 


ik SHOWN on pg. 42 is an all-purpose conference 
room which can be quickly converted to an assem- 
ale f,1, room, a sales training center, or a display 
ods a It is offered as a service to business peo- 
-Inle by the Armstrong Cork Co., Lancaster, Pa., 
in collaboration with the National Office Man- 
agement Association. This room design is being 
. presented in a color page in The Saturday Evening 
Post, Time, and Newsweek. 

per-| 4rmstrong and NOMA polled the management 
of a \¢ many progressive businesses to find out how 
‘age |they would want to use such a room. Then an 
Was a rchitect-designer worked closely with Arm- 
ient | srong’s Bureau of Interior Decoration to prepare 
tors a plan which incorporates these ideas. Also as a 
ach, | sult of the study and to supplement the model 
will design an “Ideas” portfolio has been prepared by 
tion Armstrong for free distribution to those inter- 
ch | stad, This portfolio explains in detail the specific 
10S | ijeas incorporated in the model plan and _ pre- 
ting | onts a number of additional suggestions which 
can be adapted to meet the particular require- 
ments of a business. 

The key to the plan is its emphasis on versa- 
tility. Much of this versatility is obtained through 
the use of wall panel cabinets, which are an at- 
tractive part of the decorative scheme when 
dosed. The paneled doors of the side wall cabi- 
nets can be opened and swung over to cover the 
windows and darken the room for movie projec- 
‘ tion. On the back wall of the cabinet interior, 
territory maps or charts may be hung. Deep 
shelves in the cabinets may be used to display 
models. The cabinet at the front of the room can 
be opened to provide a movie screen. This can be 
rolled up to reveal a reversible blackboard, on the 
back of which is a bulletin board to hold notices 
or tack-up displays. To provide desk space for 
trainees, the large conference table can be divided 
to form two smaller tables. 

If an exhibit room for displays of products, 
building expansion plans, or advertising cam- 
paigns is desired, the room can be easily re- 
arranged to meet these requirements. 

The hinged tops of the tables are made in three 

sections which fold together. By raising and fold- 
ing back the two top sections, which are backed 
with cork bulletin board, a display pyramid for 
drawings or printed material is formed. Doors of 
the wall cabinets fold like a screen to leave win- 
dows unobstructed and cabinet open for display 
purposes, 
_Afew more easy changes will convert the room 
into. an assembly room which can comfortably 
Seat thirty people for meetings, lectures, or movie 
Projection. Extra chairs fit into the recesses 
under the wall cabinets in such a way that they 
form part of the room’s decorative scheme. ° 
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Yessirree-bob, those handy dandy Duplistickers sure step up 
office routine . . . simple as a two-step. Your typist inserts 
multiple carbons and types up to four addresses or cross- 
indexes in just one operation. Duplistickers save time, labor 
and money whether for single or duplicated filing and direct 


| mail. Order them now from your regular supplier, or write 
direct. 


{ 


DUPLI 


* TRADE MARK 


DUPLISTICKERS for duplicate mailings to a 
small list. No. 69 Gummed, perforated, letter- 
size sheets—provide for sharp duplication 
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of addresses, with as many as 3 carbons, 
in one operation. Package contains 825 
stickers in 25 sheets of 33 each—enough 
for 4 separate mailings to 206 prospects. 
Colors, packed solid: Pink, Blue, Green, 
Canary or White. 50c per pkg. 


ENCLOSURE SEALS Gummed seals that go on in a twinkling and 
stay on—for tipping postcards, sealing circulars, fastening 
samples, etc. More seals for your money plus a choice of 3 
sizes of round, white, die-cut seals—packed 1,000 to the box. 


No. 705—7/,” diameter 40c per box 
No. 706—1” diameter 40c per box 
No. 707—1'/4,"” diameter 40c per box 


STATIONERY DIVISION, Dept. OE, 
SCRANTON, PENNA. 


ACTUAL SIZE 
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Illustrated here in this ¢ 
is the latest scientific ; 
Fresh ink travels by ca 
rectly to the pen-point 


TOSS-SECtiOn vied 
nking Princip), 
Pillary action ¢ 

This eliminates the large shallow gi 
compartment which, as commonly ,x. 
to feed pen-points, causes deterioens 
and waste of ink. This new we 
last drop of ink in the co mm & 


Mtainer — 
fresh as the first — js ted dissed | 
the pen-point, and there is no in 


| New Capillary-Action Handi-Pen Desk Sets 
by Sengbusch 


. . . with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
the style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
Those who have used the new Handi- 
pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
instantaneous writing with fresh ink— 


and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk 
work—give your workers the writing 
satisfaction they have always wanted. 
Order now from your stationer. 


Sengbusch Self-Closing Inkstand 


147 Sengbush Bldg. 


Senghusch Handi-pen desk sets are sup 
plied in pleasing two-color combination 
Sets retail from $3.25 up. 
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Sed The Famous 
— TEMPO FILM STENCIL 


e It’s in a class by itself! Speeds production, 
turns out cleaner cut stencils, better copies. 
Preferred by operators. 


e Tempo offers the most complete line of sten- 
cils (with and without film). 


TEMPO'S 500 HIGH SPEED INK 


Nothing like it on the market. Produces 
better, sharper copies on all kinds of paper. 
No slipsheeting on mimeo paper, less offset 
on bond. Dries so fast copies are ready 
to mail | to 3 minutes after printing. Solves 
the filing problem—not necessary to clean 
stencil. Speeds up production — cleaner 
to use. 

ue If you have an ink problem—write us. We 
a can help you! 


Write for catalog showing full line of 
Tempo Duplicating Supplies 


™ MILO HARDING CO. 


Dept. G 
432 West Pico Blvd. Los Angeles 15, Calif. 
317 Third Ave. Pittsburgh 22, Penn. 
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DOWNTOWN 
CHICAGO 


®% 1220 W. VAN BUREN ST. 


Now settled in our new home 
with expanded facilities for 
better service. 


DURATEX VERTICAL 
FILE FOLDERS 


VERTICAL 
FILE GUIDES 


It seems fitting that we 
should mark our 26th year 
in business by moving to new 
and larger quarters. In our 
new home, we have increas- 
ed factory facilities, larger 
offices and new dealer dis- 
play room. It will be a 
pleasure to welcome our 
friends in the trade at 1220 
W. Van Buren St. Put 
BARKLEY on your visiting 
list the next time you're in 
Chicago. 


C. L. BARKLEY & CO. 
a hestrane se 
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SAVE TIME AND MONEY 


Ir Is EASIER to file and find 
papers in Chronological Folders. They save time 
this way: If 150 papers accumulate for one ac- 
count, it means looking through 150 papers to 
find one; but if the year’s business is broken up 
with a set of six or twelve Chronological Folders, 
it is much easier to find any particular paper 
among only 15 or 25 others. It’s easily 6 to 10 
times faster than ordinary filing methods. Re- 
member, the busy section is the big problem. 
Wabash Chronological Folders for larger accounts 
will solve your major filing needs. Ask your 
Wabash Dealer about it today. 


mt Water St.. WABASH, INDIANA 
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(From page 60) 

tallies, two price clerks on incentive, handleg 
same volume of work originally performed by f 

Prior to the job survey in 1928, tire orders ya 
prepared on the old type movable unit fiat 
machines by male operators. Upon the reg 
mendation of the office standards departme 
these machines were replaced by typewriters 
female typists were employed. The typing oy I 1 
ation was studied and standards established, a 

During the course of subsequent revision , 
study, it was disclosed that more orders coul} 
typed at a saving, through the installation of ¢ 
tinuous forms, replacing the pre-inserted opi 
and carbon combination. 


Finally, with the replacement of the man pam 
typewriter by all-electric writers with continuo) ow! 
form attachment, we are confident that throu tbe 


job and equipment study, and the incentive py 
ment plan, our cost per order typed is the lowe 
possible at the present time under existing wag 
levels. 

Such results are not immediately effected, pg Aristoct 
come about over a period of gradual improvemey ioube-h 
in operators’ efficiency. As the efficiency j — 
creases, the volume of work available is suf ing-ife 
cient only for a given number of operators. ent rece] 

On rare occasions operators, through wage i 
centive, find themselves without a job. Ever (lu 
attempt is made to locate them in other deparj 
ments. If none are available immediately, the 
are transferred to the centralized utility and tyy 4 
ing department, which is used as a reservoir 
training ground for general typing and cleri 
help. 


42 


Eighteen years’ experience 
We at one time had over 300 operators conce 
trated in some 20 departments located througho 
our general office buildings. Although this to 
has been reduced through decentralization, job 
finement and improvements in office equipme 
all of the key original departments are still ope 
ating under the incentive plan as originally d 
vised over eighteen years ago. 
During this period, we have definitely achiev 
the following: 
1) Attained the standards established. 
2) Reduced unit cost. 
3) Simplified operations—made training easie 
4) Provided data for job evaluation. 
5) Reduced errors through accuracy incentiv 
and penalties. 
6) Established a basis for selection of mo! 
skilled employees and for scheduling wor 
7) Reduced supervision. 
The employees themselves have benefited by 
1) Receiving wages based on individual p@ 
formance. 
2) Increasing their monthly earnings. 
(Turn to page 66) 
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Unsurpassed for reliable, all around 
performance. Revolving disk for all 
sizes pencils, crayons, etc., and 
famous deeply undercut cutters. 
Receptacle: Transparent or solid 
Nickeled Steel. 


fr various size pencils, and ¥ ie, Y The Premier machine with its pat- 


long-life cutters. Transpar- © eo - ented Automatic Feed will again be 


eat receptacle. 


(utomalic PENCIL SHARPENER 02220 


: nap -1t 
THE SPENCER QU 


ENCER RUBBER PRODUCTS COMPANY — 


myo: of aki Rein Bane 
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of the famoud 
RUSH YER GLASS FRASER 


The ever increasing popularity of the Rush- FybRglass- 
Eraser points to the demand for greater efficiency in office 
routine. 


Typists prefer the eraser with these great advantages: 
Easier to use because it fits the hand. 
No shield required to protect carbon copies. 
Residue does not gum up the typewriter mechanism. 
Rush Eraser solves the problem of correcting. 
Fluid Duplicator Masters. 

Equip your entire office staff with Rush-Erasers—without 
risking a cent. Guaranteed user-satisfaction, or the purchase 
price will be refunded. 

RUSH-FybRglass-ERASER _--------------- 50c each 
Pees Merete .............-. 25c (Pkg. of 2) 


See your stationer first. If 
he cannot supply you, send 
us his name with your order. 


The Eraser Co., Inc. 


Reloads with long-lasting Syracuse 2, N. Y. 


Refills in 15 seconds! 
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\ 


3) Being graded impartially according to a 
complishment rather than by SUPEerVigoy 
opinion. 

4) Being provided with a fairer basis for 
motion or layoff. 

In the light of our experience with the ineg 4 | 
tive plan, from the knowledge and data acquig 
during the years we have been in touch with¢ 
operators, it is safe to assume that should 4 
plan be eliminated and payment revert tg 
straight salary basis, our company would ha 
to double the present personnel affected within 
period of one year. 


The Simplified Letter 


(From page 37) 


practice. Where window envelopes are not used 
the name of the addressee will suffice excgy 
where the address is required for filing or subg 
quent reference. 

(4) Eliminate formal salutation and compl 
mentary closing. This action saves keystroke 
and increases working space on the sheet. Lon 
usage has made these phrases empty and meap. 
ingless. It is more sensible to reflect the courtesy 
and friendliness once inherent in these phrases it 
the body of the letter. 

(5) Type subject heading, in capitals, below 
the address (at least three spaces). The subjecj 
should be carefully conceived. It should not only Wh 
summarize the principal reason for writing i. in | 
letter, it should attract interest and give clues ti, Wo 
understanding. Spe 

(6) Type signature at left-hand margin at end tain 
of letter, unless the writer’s signature is ver 
legible and his name on copies is not needed 
Then the signature may be omitted. Where used Ma 
better over-all balance is gained when typed i} 
capitals. The initials of the typist, if though} 
necessary, should be placed below the signatur’ 
along with the names of persons to whom carbo! 


copies are to be sent. The page number should b Mi 
about one inch from the bottom of each sheet of " 
the left margin, for consistency. These position she 
preserve style uniformity, ease of typing, al Ea 

un 


frugal use of keystrokes. 

(7) Write body of letter in block style. Set left] de 
hand margin and gauge right-hand margin § 
that both are approximately the same widtl 
Indicate paragraphs by double space. Where Jon: 
quotations, listings, or like material is inserteg 
indent five spaces from left hand rather thas ’ 4 
centering conventionally. 

(8) Be careful of writing style. Eliminate & 
cess words, stereotyped and hackneyed phrase 
Emphasize clarity, simplicity, brevity, and friené 
liness. 


(Turn to page 68) 
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ATHERING RACK 


Wherever gathering is done—by printers or 
in large offices—it is done faster and with less 
worker fatigue with the Evans Gathering Rack. 
Speed of 3,500 sheets an hour easily main- 
tained. 


Made in two models, and three sizes, there is 
an Evans Gathering Rack for every printing 
and office gathering need. 


Made of all aluminum, racks collapse for set- 
ting aside when not in use. DU Model 
shown is one 6-section unit, self-supporting. 
Each section holds 500 sheets. Two or more 


units can be used simultaneously. Price $12.50 
delivered. 


SPECIALTY 
COMPANY, Inc. 


407 N. Munford St. 
Richmond 20, Va. 


OFFICE MANAGEMENT AND EQUIPMENT 


BEWARE the BOSS 
when there’s typing racket 
in the office 


put this pad 


under every typewriter... 


See how much smoother 
everything 
goes! 


@ Say good-bye to jangled nerves and jumpy 
dispositions when KIL-KLATTER is on the 
job absorbing typing noise and shock. Made 
of famous OZITE All-Hair Felt (forever resili- 
ent) with treated top to keep 
machine legs from sinking in, 
and skid-proof bottom. Fits all 
typewriters and many other 
business machines. 


AT YOUR — 
STATIONER’S or 
OFFICE SUPPLY 
DEALER 
in U.S.A. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Ill. 


KLL:KIATIER © 


THE SCIENTIFIC TYPEWRITER PAD 
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Free 


TO PURCHASING AGENTS 


A Handy Tel-Eze Phone Index 


Made of sturdy 
plastic to match 
telephone. Comes 
complete with al- 
phabetized cards. 


We are offering you a Tel-Eze Phone Index absolutely 
free for a very selfish reason. We believe that once you 
have the Tel-Eze on your phone . . . once you see how it 
works, and experience its wonderful convenience, you will 
want one for every telephone user in your organization. 


We are not making this statement just to have something 
to say. We have seen it happen—time and again. When 
busy men and women see how easily the Tel-Eze snaps 
right on the phone . . . how convenient the alphabetized 
index cards are—only a hand’s length from the receiver 
. . - how easily they are removed for listing names and 
numbers, they wonder how they ever bothered with books, 
cards or gadgets that cluttered up the desk, or were often 
mislaid. 


Absolutely no strings—no obligation. No salesman will 
call. Despite our confidence and enthusiasm, we wish to 
emphasize that you are under no obligation to purchase 
anything. The Tel-Eze Phone Index we offer is our gift 
to you. We want you to use it and become acquainted 
with it as a new convenience and time-saver. Just fill out 
the coupon below, making sure to indicate the type phone 
you have. Your Tel-Eze will be sent to you promptly. 


B Le Shore Corp. 7 
47-30 Vernon Bivd., Long Island City, N. Y. t 
BH 1 would like to receive, without cost or obligation, a Tel-Eze I 
¥ Snap-On Phone Index. My phone is [] Square base i 
a C) Oval base or upright i 
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(9) Cut punctuation to a minimum. Use yg — 
in heading. Consider the desirability of droppig§ Open 
periods from numbers used to indicate py, 
graphs, for example. Use abbreviations wherey =“ 
possible and not conceivably objectionable to 4 4 
addressee. oak 

Freedom and Originality sales, 

The above instructions coupled to the pas} ™™ 
formula given are all that is required to begy _ 
experimentation. The requirements inherent ; 
the challenge of the Simplified Letter will may ™*° 
themselves known as the experiment progressé jone 
The letter, it must be remembered, is proposed forme 
for development eventually into a standard, Thj t 
does not infer that a “standardized letter” jg ¢h - 
object sought. Freedom of expression and orig 
inality are natural correlations of the try} Joser 
Simplified Letter. 1} Chice 


Standard and Standardization whic 
R. E. Shull, chairman of the NOMA Offic: " 
Standards Committee, has this to say in defini 
the important and vital differences between stand Adv 
ards and standardization: 
“The import of standards is the establishmen} wes 
of certain clearcut points of reference by whicj tT 
to measure results or performance. Standardizs) vide 
tion, on the other hand, connotes conformance ti “™ 
a relatively rigid pattern or requirement. Stand = 
ards reflect sound goals. Standardization, carri 
to extremes, restricts individuality and origi .- 
ality.” Inde 
The sound goals of standards are the goals @ con 
the Simplified Letter. It seeks to eliminate lette} In 
lattice-work. It seeks compactness, clear expref 
sion, and clean format. It seeks to improve thy ®: 


appeal, force, and efficiency of today’s busin : 
letters. 7 
. ° by 
Transcription Volume | °, 


% A DEPARTMENT production questionnair} ber 
which was distributed at a recent meeting of thy Y 
Transcription Supervisors Association of Ney 
York produced the following results upon tabulé| , 


tion: sift 
Average lines typed by a typist: bas 

1 year experience— 693 daily the 
2years “ — ae . 

5 years x —1,230 “ 


Number of cylinders transcribed by operato!} s, 
1 year experience— 51/3 (614 lines) ny 
2 years re — 71% (820 lines) i 
5 years ' —12 (1,057 lines) 
The stenographer with 1 year’s experiel 
transcribed 35 dictated letters per day; 2 year 
experience 53 letters per day; and 5 years’ expel 
ence 75 letters per day. This latter figure W 
considered rather high in view of other info 
tion which disclosed that it took 414 girls ' 
transcribe the oral dictation of 714 men. 


April, | 
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OF 


INTEREST TO THE OFFICE 


ae . 
Opens Own Firm 

Leo H. Rich, formerly with the Walter Dorwin Teague 
industrial design firm, has announced the formation of his 
company, Leo H. Rich, Inc., at 1 Wall St., New York. Mr. 
Rich, an advocate of industrial planning within the frame- 
work of free enterprise, will help business coordinate its 
gales, product design, and public relations. The firm offers 
pusiness clients a three-point “package program” of cor- 
related economic and marketing research, industrial design, 
and public relations. 


Executone Moves 

The Executone Co., is now iocated in the new Execu- 
tone Bldg., at 207 East 43rd St., New York. The firm was 
formerly located at 415 Lexington Ave., New York. 


Best Business Letter Award 

The 11th Annual Dartnell Gold Award for the best 
business letter written during 1946 has been awarded to 
Joseph H. Stoneking, advertising manager of Uarco, Inc., 
Chicago, who also won a similar citation last year. The 
competition is sponsored by the Dartnell Corp., Chicago, 
which annually receives entries from all over the world. 
Varco manufactures continuous business forms and sys- 
tems. 


Advances in Personnel Management 

The first of a series of divisional checklists of publica- 
tions issued by the American Management Association, 330 
West 42nd St., New York 18, has been issued. 
The checklist, Advances in Personnel Management, pro- 
vides a more complete listing of the association’s publica- 
tins on personnel administration than the regular AMA 
catalogue, since it includes studies from seven divisional 
series of interest to personnel executives. 


Index of Salary Rates 

The first issue of a new bi-monthly service, “Current 
Index of Clerical Salary Rates,” has been distributed by the 
Commerce & Industry Association of New York. 

In making the announcement, Thomas Jefferson Miley, 
association secretary, pointed out that the new service is 
an extension of the Annual Survey of Clerical Salary Rates 
and Personnel Practices compiled by the association as of 
September 1st, each year. 

‘The Annual Survey,” said Mr. Miley, “has been accepted 
by management as the standard for this type of work. In 
supplementing it, the intention is to keep association mem- 
ters informed on salary rate fluctuations in Greater New 
York. To the best of our knowledge this is the first such 
bi-monthly service in the country and it is expected to fill 
a long-felt need of management.” 

Since it is impracticable to survey the seventy-three clas- 
sifications reported in the annual survey on a bi-monthly 
basis, the association has selected six key classifications from 
the seventy-three, namely, Clerk-Jr., File Clerk-Jr., Mes- 
snger-Office Boy or Girl, Secretary, Stenographer-Sr., and 
Typist-Jr. 

Each bi-monthly issue will compare current rates with 
September Ist rates for these classifications. Comparison is 
made on.the basis of weighted averages, modes, medians and 
interquartile ranges. 

An index figure has been computed showing the movement 
af the median rate of each job from the September rate level, 
Which has been given an index of 100. Thus, at a glance it 
Spossible to see the percentage movement of the median of 
tach of the six classifications. 

‘The returns from over 200 participating firms seem to 
indicate,” Mr, Miley noted, “that there has been a consider- 


able increase in employment since September 1st in the six 
classifications surveyed.” 
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Retires 

Miss L. A. Myers, assistant office manager of the home 
office of the Air Reduction Co., 60 East 42nd St., New York, 
has retired from that position. During the years since 1921 
when she joined the organization, the Air Reduction organi- 


Miss L. A. Myers 


zation grew from some 200 to 1,000 employees. As assistant 
office manager, Miss Myers was responsible for all office 
service, including layouts and construction, equipment and 
maintenance, as well as personnel administration. 

She takes an active interest in the American Management 
Association, the Mertonian Society and the Personnel Club 
of which she was once vice-president. She has also been on 
the Advisory Board of Pace Institute. 

After a brief vacation, Miss Myers plans to resume her 
club activities and from time to time prepare articles for 
publication on topics relating to office and personnel man- 
agement. 


Standards on Paper and Paper Products 

The American Society for Testing Materials, 1916 
Race St., Philadelphia, has publisined the A.S.T.M. Standards 
on Paper and Paper Products. 

The book gives in convenient form the various standard 
tests and specifications developed by the society which per- 
tain to paper and paper products. Specifications cover lime 
and quicklime used in paper manufacture, waterproof paper 
for curing concrete, phenolic laminated sheet, tubing, ther- 
mosetting materials, vulcanized fibre sheets, and rods, used 
for electrical insulation. 

The large number of test methods cover such subjects as 
the adhesiveness of gummed tape, ash content, bursting 
strength, conditioning, flammability, folding endurance, 
opacity, resistance to passage of aii, sampling, tensile break- 
ing strength, thickness, water vapor permeability, weight, 
basis, and wet curl. 

A number of the standards pertain to shipping containers 
and the facts for these items include compression test, drop 
test, incline impact test, puncture and stiffness, and the 
drum test. 

Copies of this 232-page book, in heavy paper binding, can 
be obtained from the association at $2 each. 
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OF INTEREST TO THE OFFICE 


Branch Openings and Promotions 

Pitney-Bowes, Inc., Stamford, Conn., manufacturer of 
postage meters, has announced several new branch office 
appointments and a branch openiizg. 

The new branch sales and service office is in the Good- 
speed Bldg., 190 Monroe Ave., N.W., Grand Rapids, Mich. 
Edward R. Parrish, formerly with the Detroit branch, has 
been appointed its manager. It will service Battle Creek, 


i 9) 
a 
= 
Edward R. Parrish Charles S. Hunt 


Benton Harbor, Kalamazoo, Muskegon, Muskegon Heights, 
Niles, and Traverse City. 

Charles S. Hunt has been appointed manager of the Hous- 
ton branch office. He succeeds O. C. MacGregor who joins 
the company’s Dallas sales staff. Mr. Hunt managed the 
company’s Denver branch before the war, and since his 
return in March 1946, he has directed the San Antonio 
branch. 

The Chicago sales and service office also has a new man- 
ager, J. Donald Oakes, formerly manager of the Cleveland 


J. Donald Oakes A. L. Lawrence 


office. Mr. Oakes succeeds C. S. Berger, who becomes man- 
ager of the Milwaukee branch. Mr. Oakes has represented 
Pitney-Bowes in various sales cavacities since 1925. 

In the Cleveland sales service office, Mr. Oakes has been 
succeeded by A. L. Lawrence. The new manager is a 
former salesman at Chicago and Milwaukee. 


Filing and Microfilming 

Ralph Morgan of the National Microfilm Association 
spoke on trends in modern microfilming at the meeting of 
the Filing Association of New York, held in the Hotel New 
Yorker on March 10th. 

At the February meeting Ernest de la Ossa of the Na- 
tional Broadcasting Co., spoke on personnel relationships 
with other departments and subordinates. He pointed out 
that it is impossible to control relations with other depart- 
ments unless satisfactory relations are maintained with sub- 
ordinates. 
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The Office Manager and Price Reductions 

“The old style office manager who is only a few levels 
above the average clerk is far from adequate in a perio 
when efficient office management is becoming more anj 
more important in the reduction of product costs,” said 
J. George Frederick, president of the Business Bourse, gy 
the March 19th meeting of the Office Executives Associa. 
tion of New York. 

“Today’s office manager must be more of a top executive 
from whom the board of directors will likely look for costs 
savings that may actually mean the difference between pay. 
ing or passing a dividend,” he said. He then gave the audj- 
ence a list of ten requirements which he believes are neces. 
sary for the good executive, and discussed a plan which he 
believes will help reduce office costs. 


T.S.A. Day 
The Transcription Supervisors’ Association will hold 
its 13th Annual Bridge and Tea on Saturday, April 26th, in 
the clubrooms of the John Wanamaker Home Store, New 
York. The affair will start at 1:30 p.m. 
The proceeds of this year’s party will be donated to the 
New York Infirmary. 


The Machine Tool of Management 

Industrial Microfilming, 505 Fifth Ave., New York, 
has prepared a folder, Microfilm—the Machine Tool of Man- 
agement, which it offers to send to those interested. 


Industrial Microfilming is a microfilm concern which offers 
the smaller business organization a personalized microfilm- 
ing service. The company analyzes record accumulations 
and microfilms them. It also offers a reproduction service 
and an advisory service on microfilming equipment, supplies, 
methods, costs, and techniques. The company represents no 
manufacturer. 


One-Day Typing Course 

The One-Day Typing Course now offered by the Eve- 
ning and Extension Division, City College School of Busi- 
ness, 17 Lexington Ave., New York, has attracted attention 
from colleges and business schools as far west as Montana 
and Colorado. 


Mr. Pepe has been active in the field of business educa- 
tion for the past twenty years. In addition to teaching the 
One-Day Typing Course and writing “Personal Typing in 
24 Hours,” he is the author of “Gregg Shorthand Review 
Letters.” He is an associate editor of The Business Educa- 
tion World and an assistant editor of the Gregg Publishing 
Co., New York. 

In Mr. Pepe’s one-day course in typing, each class meets 
only once, for a four-hour session on Saturday, and during 
that time the student is given a vigorous start in the art 
of typing for personal use. In the first hour the students 
learn to type the alphabet by the touch system, and by the 
end of the fourth hour, a speed of 18 words a minute is 
achieved by the average student. In some instances, a speed 
as high as 30 words a minute is reached. 

After receiving this foundation offered by the course, the 
students may continue to use Mr. Pepe’s book, “Personal 
Typing in 24 Hours,” to attain greater speed and accuracy 
through practice at home. 

Since the inception of these typing classes they have al- 
ways been filled to capacity. The course has proved to be 
of such value that over 600 college students, business people 
and other adults have taken it. 
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OF INTEREST TO THE OFFICE 


Eo 


Appointed Vice-President 

John E. Foster has been elected a vice-president of 
George Fry & Associates, consulting management engineers, 
and will serve as eastern manager with headquarters in the 
New York office. Mr. Foster was associated with the W. T. 
Grant Co., New York, for twenty years, the last ten years 
of which he was director of personnel. 

During the second World War he was director of personnel, 
Army Exchange Service, on loan from the Grant Co. He 
also served the War Department as expert consultant to 
the Secretary of War, in the position of deputy director, 
Civilian Personnel Department, Office of the Secretary of 
War, for which service he received the Meritorious Award. 
Following his war service Mr. Foster was personnel director 
of RCA International, New York. 


Milwaukee NOMA Seminar 

The Milwaukee Chapter of the National Office Man- 
agement Association is presenting its third annual seminar 
on modern office management on Thursday, April 10th, in 


| the Hotel Pfister, Milwaukee. 


Organization, selection of office personnel, the potential 
capacity of the office worker, and the technique of self- 
improvement and presentation of reports are topics. 


R. W. Starreveld Coming Here 
Management circles will be interested to learn that 

R. W. Starreveld, International Office Machines Research, 
N. V., Vijgenden 2-6, Amsterdam C. Holland, known in Eu- 
rope and in this country for his research and report work on 
office machines, is coming to the United States on his first 
visit since war overwhelmed Holland. Mr. Starreveld will 
be one of the speakers at this year’s conference of the Na- 
tional Office Management Association in Cincinnati this May. 

Mr. Starreveld prior to the war furnished to subscribers 
in Britain, Europe, and the United States reports on con- 
struction and performance of machines and appliances used 
in the office. When the Germans suddenly invaded Holland 
his activities had to come to an end. He became active in 
the underground movement and had many thrilling adven- 
tures in his cooperation with others in the preservation of 
his country and its eventual freedom. 

With the war over, he turned his thoughts at once to re- 
viving his services and has made great progress. 


A Research Project 

The results of an original research project conducted 
by the Frank M. Knox Co., Inc., on the control and stand- 
ardization of printed material for efficient business manage- 
ment, has been published in “The How and Why of Pay- 
toll Records,” a new book published by the Ross Martin 
Co, Tulsa, Okla., and available at $2. 
The book analyzes the many record-keeping problems 
that have arisen during the last decade, as a result of 
deductions for income tax, unemployment insurance. union 
dues, and the problems of employment and time-keeping 
occasioned by the Wage and Hour and Social Security Laws. 
The problems are analyzed from the standpoint of the 
requirements of the law and from the standpoint of the 
practices followed by business organizations. 
Each of the four basic payroll and personnel laws are 
discussed. To supplement this statutory information, the 
Knox Co. made a detailed study of the records used by 
6 typical business concerns and the results are given in 
the book. Other specific information on what records to 
keep, the forms for keeping the records, and how to design 
the forms is given in this valuable book. 


IBM Promotes 
The International Business Machines Corp., 590 Madi- 
son Ave., New York, recently announced a number of ex- 
ecutive appointments and promotions. 
James W. Birkenstock has been appointed manager of the 
future demands department. This department provides for 
the current and future needs of present and potential users 


— 


James W. Birkenstock Charles E. Love 


of IBM equipment and systems, develops new machines, and 
improves existing IBM equipment to meet changing require- 
ments. He was previously generai sales manager. He joined 
the firm in 1935 and after serving in the St. Louis sales office 
became manager of the electric accounting machine division 
in its Kansas City, Mo. office. He became a special sales 
executive at the company’s New York headquarters in 1945. 
In 1946 he was made general sales manager. 


Charles E. Love, formerly sales manager for the western 
district, has been appointed general sates manager for the 
company. He joined IBM in 1932 at Rochester and served 
as a student and senior sales representative in the Boston 
office. Later he served in severa! sales executive capacities 
in Portland, Me., Peoria, Ill., and Chicago. He was also an 
instructor in the firm’s employees’ training school at Endicott, 
N. Y. Later he served as electric accounting machine di- 
vision manager in Boston and Chicago. 

A. Robert Noll, with the firm since 1933, has been made 
manager of the patent department. He makes his head- 
quarters in New York. John C. McPherson is now manager 
of patent research and development. He was previously di- 
rector of engineering. Before that he was head of the com- 
pany’s future demands department. He, too, makes his 
headquarters in New York. 


The manager of all IBM sales and services for the Pacific 
Coast area is now Charles H. Woolf. He is assisted by Ed- 
ward Perkins. Both make their headquarters in the San 
Jose, Calif. plant. 


Recently promoted to the position of manager of manufac- 
turing, engineering, and research at the Poughkeepsie, N. Y. 
plant is Dause L. Bibby, with the company since 1934. After 
holding several sales and executive positions, he was made 
executive assistant at the Endicott, N. Y. plant in 1941, and 
resident manager in charge of the company’s war manufac- 
turing program at Poughkeepsie in 1943. In 1944 he re- 
ceived military leave of absence .o join the U. S. Navy and 
only recently returned to IBM as executive assistant at 
Endicott. 

Charles E. McKittrick has been appointed executive as- 
sistant at the New York headquarters. He joined the com- 
pany in 1933 in Pittsburgh, and served in Detroit, Greens- 
boro, N. C., and Winston-Salem, N. C. Previous to his new 
position, he was assistant generai sales manager. 
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Personnel managers note that good provision for staff health and comfort brings 
valuable word-of-mouth advertising 


Guarding Employee Welfare 


(From page 54) 


influenza vaccine to all the members of the main 
office personnel who wished it and who had the 
approval of their own physicians. 

Employees are encouraged to consult the nurse 
or physician about any medical problem that may 
arise, whether relating to their own well-being 
or to that of their family. For example, many 
men in the offices, who are parents of small chil- 
dren, ask the nurse about child nutrition. 

In many cases the physical trouble that brings 
the employee to the medical department originates 
in an emotional upset. When this is so, the nurse 
sympathetically seeks the source of the prob- 
lem—frequently illness in the employee’s home— 
and endeavors to work out a solution. Friendly 
counsel, reassurance, and a constructive plan 
naturally lessen worry, furthering the employee’s 
own health and efficiency on the job. 

When health problems are considered, members 
of the medical department’s staff make a point of 
advising employees to consult their own physi- 
cians also, and if they do not know of one, usually 
suggest querying their County Medical Society to 
obtain the name of a specialist. 

The examining room, with its complete equip- 
ment, includes an office for the staff physician and 
a small utility room for giving treatments. 

During the working day the pleasant rest room, 
opening from the nurse’s office, is in constant use, 
for with so large a personnel, headaches and 
minor ailment are encountered daily. 

The popular lounge, next door to the medical 
suite, impressively demonstrates the value of a 
colorful, interesting decorative scheme to encour- 
age relaxation and sociability during lunch hour. 

With its soft rose walls and ceiling and har- 
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monizing floral draperies, this spacious interior js | 
ideally adapted for varied purposes. At luncheon 
many employees drop in to read or rest, often 
bringing sandwiches or snacks that make an 
enjoyable meal with a beverage. 

For their convenience, small tables, seating 
four, are arranged throughout the center area of 
the lounge. Blond table tops contrast pleasantly 
with the red leather seats of the modern chairs. 

A semi-enclosed unit with electric equipment 
permits employees to make tea. Plain and choco- 
late bottled milk are availing in dispensing ma- 
chines located in an adjoining corridor. These 
beverages are also welcomed by many workers 
during the five-minute rest intervals that they 
may take at any time. 

The lounge gains luxurious feeling through 
furnishings, including many deep, inviting chairs, 
that are arranged in wall and side spaces sur- 
rounding the central lunching area. Just below 
the large framed murals of scenic wallpaper that 
decorate front and rear walls, rows of wicker 
club chairs cushioned in different pastel shades— 
soft yellow, green, or rose—heighten interesting 
color effects. Large footstools of deep green 
leather contribute to comfort. 

Reading of the numerous popular magazines to 
which the lounge subscribes is genuinely enjoyed. 
For this interior includes a liberal distribution 
of floor lamps with special attentions to spots 
close to the many low reading tables, supplied 
with crystal ash trays. a 

The location of the lounge is advantageous 12 
bringing the adjoining medical department to the 
attention of women employees and encouraging 4 
noon-hour visit when advice is needed. 


fl in ~ 
- 
ae 
a 
ae 
aa 
a ah 
: ) 
: a kre , 
a 3 aan eS a ‘a: Set ee Poe Wee ft ete | aa. 3 
> : ; Se a = See Re eed . Tae) 2 a 
ee oe 7 , ae Pe Reed eames 
ee = “ , 2 Bee; eter one — 
Bees ie / ‘ a: 
-_ ie 3 : a x N’ 
aig <a en i ‘i “as - " Ss 
ae et a = 
- Es s 4 F 
= - = 2 ae, © 
a as “ae , i i bee Pe > me 4 
q i aes e« Bs ae eee 
a! e bo aon aoe - : = co aus > 
‘oa —— gat j P 2 i a | 7 aoc . eae. VS. 
= ee ts | ee Pe x a Ber 
ee oe . = a 
ees ae ; a a a a 
“—— a. ~ 7 
” >= ae ‘ ES a ae 
\ ae aa, 
ha ‘ a Big = nae oe: 
7 4 g o - aeea Stas * +‘) ~ aa 
- ' i 2a. ae = 
c. a : é t 4 i. 
4 ‘ j ha QD ' 
- i ; ee 
— 
ae igre: 
tht a 
me 
ee a 
ae 
, ; 
= 
ime : 
|. Sa 
ee 
ean 
= ! 
oat” . 
a é 
es 
hin 
ee 
‘ i a z ) 
_ 
- 
77 . i 
a. 
a 3 
aa : 
ae | 
rie : 
a 
‘Sy 
a re . 
. Bi 
a r 
a sist = 
AM ee’ : 
ae 
, o i 4s 
“ko a 
us gees 4 
q = 
a 
Ps ee 
i 
‘eel : 
as 
i. 
a 
pe ia 
poe af a 
ae 2 ag - 
“4 st = 
h 
é a 
ag ae 
. a a 
Bis a 
aa a 
gues « mi 
na ae 
“sf Bee ERs ge ee Par Beer eee Bg a ee 
- = 4 a mee | ee See po AS ae Be Dee | 
ee. ee oS eo | eects 8 ae 2 ee ee ee 


erior is | 
ncheon 
» Often 
ake an 


seating 
area of 
asantly 
hairs. 
ipment 
choco- 
ig ma- 
These 
orkers 
t they 


nrough 
chairs, 
»§ sur- 

below 
ar that 
wicker 
ades— 
“esting 

green 


ines to 
joyed. 
bution 

spots 
pplied 


ous in 
to the 
ging a 


il, 1947 


SOLVED BY 


kick a-fule 


Folks in offices have been plagued for 
years by one of the biggest rackets known to business— 
the racket of banging file drawers. Now, thanks to 
Rock-a-File’s silent, side-opening compartments, filing 
can be as quiet as tying a shoelace. 

But quiet operation isn’t the only advantage of 
Rock-a-File cver ordinary filing equipment. It has 
plenty more—up to 40% space saving. greater efficiency, 
easier and faster operation, greater safety. And every 
Rock-a-File feature means lower cost filing. 

Yes, Rock-a-File’s exclusive, revolutionary side-filing 
development—the first basic filing improvement since 
1893—brings every advantage you have ever wanted. 
Only Rock-a-File means truly modern filing. Get full 
details now—write for free circular and name of near- 
est dealer. 


Here’s How Rock-a-File Solves Filing Problems mm 


COMPLETE ACCESSIBILITY—Entire contents ac- 
cessible to two or more persons at once. All com- 
partments can remain open. 

TIME SAVING—Open compartments do not block 
access to others in cabinet. No waiting to get at 
contents, 

LESS TIRING—Perfectly balanced compartments 
open and close effortlessly at finger touch. Fewer 
Openings and closings. 

TOPPLE PROOF—Open compartments project only 
slightly—gravity center always within framework. 
ECONOMICAL—Supplies last longer. Folders slide 


in and out sideways. No more mutilated tabs, 
indexes, guides. 


A Nationally Advertised Product 


*Reg. U.S. Pat. Off. Pats. App. For 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive Chicago 1, Ill. 


Take the WRITE Path | 
for better looking lefters i 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That’s why so many of- 
fices specify WRITE for Carbon Papers | 
that give you clean copies, more copies | 
_. . WRITE for Typewriter Ribbons | 
that wear longer, and produce clean, [. 
! 


uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 
.. . better work. 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. : 


Immediate Deliveries 


WRITE 2 nto 


INCORPORATED New York 17, N. Y. 


a 7 —. ae Sl PC Oe er 
F 4 e 
e Bs ‘ ’ é 
O e* | 
The case 4 e 
Drawer CARBON PAPERS ~ 
\ or i — “ ; i “ 3 a n d i : 2 
Be. “ 3 hs , 
. Aha ee nae wa 
— a: 3 ; 
z ie — d < é ees a F 
‘ i Ss S = a i . PX ee f 
a : ey VIS CE AA Rn 
= e bh b HEA SEZ | 
a ay —— ‘e peg \ CRS 
=x x, a a gh 23227Z WANE ‘ 
a fia. ae ae EEN A it Oe Se/Z42 
% o* ae ‘ qi D Till Agee “< 2432 5 
a Ee, 5 her eo a 3 fib the | tag, tt Bn i } 
: ‘ Se “3 SL ag i! ODS RE ANNE fa 
oa ——  *. =a : wie ep pO 
so . ne os ae On : : iy eg hse ol Lyne Gti ZB 4 
> 4 j age a a; ; ‘ wl. hy ue. Vad LA ee AY Str 
: - ens * Ny! ts fee A Sa | | 
: ss ae. ee ; Some Be. Ny ee ‘ Ze: FAL SS 
= - » eo - a : se S "3 6S ae EGE: “a meSe ~ 
j : 3 ee e1 a : \ S Yt Bort CO: Pix 2G ; 
F = ae ap Sam ~- ibs : Sige Os g% nae ‘ 
— = SF © 4 LEE Lg ig) 
4 nF es ; . i PISS NPI 
ss | aoe - . HME ARLES | 
_ ‘ a LEigiaZz it Pe CA; ‘ | 
ee , ’ j SOIT Og 7i% ; 
Us) 4 BEE EY 7; H 
4 =. ns ‘ Be ion t ‘ 
Po ax € : i “SE AZ 2% . 
r) pe sa) “ 3 ~ g fs 
Te Pes 
~ 2 
<5 . i% 
oe — 
| : 
i at 
| a 
A Bt 
t 4 he 
* eee ee er ® \ s e : 
i Pei 
| Al 
Wetncen or, i | 
i 4 
_—— a i ae 
| } 
— ‘ ee 
j 
; ia L_ FACTORY: Bridgeport, Conn, 
ee | April, 1947 OFFICE MANAGEMENT AND EQUIPMENT 69 


The “CROWN” line of 
daters and numberers 
have earned themselves 
the reputation as the 
best. Constructed of 
nickel plated 
frames—aluminum rolls 
and deep moulded 
bands can truly be called 
“BUILDERS OF GOOD 
WILL" 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
Trade 


WE PRIDE OURSELVES ON MAINTAINING 

THE REPUTATION OF HAVING THE MOST 

“COMPLETE LINE" OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The “STAR" brand of 
daters and numberers. 
An inexpensive but serv- 
iceable ag fy stamps 
possessing same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and num 
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a 


RASTSWAPT 
& COMPANY, Inc. 


Mm 80 DUANE‘ST.NEW YORK7,N.Y. 


‘ 
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SAVE MONEY BY SAVING TIME— Say; 
TIME BY ELIMINATING WASTE MOTI0K 


cet WATTS covr APPROVED 


=2 


WITHHOLDING STATEMENTS 


oe 94 Te 


EASY TO USE SNAP-APART STYLE 


With a Watts Snap-Apart Style W-2 Form you save 20 
to 40%, of your typists’ time. Eliminate the tedious, time. 
consuming task of collating 4 or more Forms with 3 o 
more carbons. Eliminate repetitious typing of the em. 
ployer's name, address and S.S. number on each set of 
forms. Use Watts Snap-Apart Style W-2 Withholding 
Statements which come already imprinted with employer's 
name, address and S.S. number and are interleaved with 
carbons. Just one typing operation, then snap out all the 
carbon copies and you have: 2 copies for employee, | 
copy for Government, | copy for your files (and fifth copy 
is available for State & City returns if required). 


EXCLUSIVE WATTS FEATURES 
e Employee's two copies are held together by special stub 
e Important information and instructions are printed in red 
e Watts opaque specially designed window envelopes — 


marked "Strictly Confidential” and printed corner card 
are also available at low cost 


NO INCREASE IN PRICES 


A FREE SAMPLE — 4-Part Sets 


Per M 
WILL CONVINCE YOU! | 100 sets $9.10 eae 


SEND FOR YOURS 300 sets 13.35 3000 sets @ 19.10 
TODAY! [Leer evuien = er re 


STATIONERS: WRITE TODAY FOR TRADE 
DISCOUNT, SAMPLES AND DIRECT-MAIL 
LITERATURE FOR CIRCULARIZING YOUR 
CUSTOMERS. 


WATTS 


Boom 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 


SINCE 1897 


216-8 William Street, New York 7, N. Y. 
April, 1947 
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WE GIVE YOU 
SERVICE 


Plas 
Quality 


A Complete Line Is Available 
% COLORED PENCILS 
% THICK LEAD 


% THIN LEAD CRAYON 
AND INDELIBLE 


% COPYING AND 
MANY OTHER TYPES 


Cedar-King 


%& Try them at our expense. 
Send your name and ad- 
dress for FREE sample. 


NATIONAL PENCIL COMPANY 
220 FIFTH AVENUE « NEW YORK, N. Y. 
SHELBYVILLE « TENN. 
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Tf _ Tabs, Air Mail Labels in con- 

e”) I) venient pac’ ages, Address Labels, 
fi! and Gummed Reinforcements are 

. just a few of the many Dennison 

, products for which we have a daily 
perme I don’t see how any modern 


Yj office can afford to be without these 
af Dennison handy helpers.” 


a 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 4 


Y 


[9 
Sssential Stationery Supplies for HOME, SCHOOL, and OFFIC 
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GENERALS 


CARBO-WELD PENCILS 
Always the outstanding 


economical pencil buy. 


SEMI-HEX Office Pencil 
SEMI-HEX Thin Colored Insoluble 
KIMBERLY Drawing Pencil 
KIMBERLY Thin Colored Indelible 
KIMBERLY Hectograph Multi-Copy 
WET PROOF Outdoor Pencil 


Waker K Sine fenits suit (EEF 


General Pencil Company 


) JERSEY CITY 6,N.J. | 


4 MARK 


(67-73 FLEET STREET 


TRADE % 
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The Disabled Veteran 


(From page 42) 


’ 
handicapped individual. If properly placed, th 
physically handicapped person is not a hanj. 
capped worker.” 

In a study made by the Bureau of Labor Statis 
tics of the U. S. Department of Labor, the wor 
experience of handicapped persons was studiej 
and compared with the work experience of nop. 
disabled persons in the same types of work anj [ 
surroundings. 

The information collected came directly from 
the records of business firms and industrial plants} 
which during the past several years have em} 
ployed workers with physical disabilities, 

The Bureau of Labor Statistics findings showed | 
the average weekly output of impaired worker} 
was 2.9 per cent better than that of unimpaired 
workers on the same job. The performance gf 
impaired workers excelled in every one of the! 
firms which had a careful placement program} 
It fell below that of unimpaired fellow workers in| 
only one plant which did not have a selective 
placement program. 

Impaired workers produced 3.6 per cent mor 
for every hour worked than did their unimpaired 
co-workers on the same jobs. The significange 
of careful placement is emphasized by the faet 
that the efficiency of impaired workers was better 
in each of the four firms which had a careful 
placement program. In some of the plants with 
out such a program, the reverse was true. 

Separation figures given here represent only 
voluntary quitting by workers and for an unusual 
wartime period when labor turnover was very 
high. For every four impaired workers who 
left their jobs, ten unimpaired workers quit 
Thus, the quit rate for the unimpaired workers 
was two and a half times as high as that of the 
impaired. 

These preliminary findings indicate that when 
impaired workers have been placed in jobs in 
which their impairments are not handicaps, they 
do as well—and frequently better—than the se 
called “normal” workers. They are as efficient, 
they produce as well, they lose no more time, they 
are not injured more frequently, and they stay on 
the job longer. 

Since 1936 a study of the problem of proper 
placement of the handicapped has been carried on 
in the Veterans Employment Service and the ¢0- 
operating State Employment Services. A job 
study method has been developed which analyzes 
the physical demands made upon the worker i 
the performance of the duties of the job and the 
workers’ activities. 

This job analysis technique, now well known as 
“selective placement” in personnel circles, indi- 
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© is a center finder, a ruler, 
right angle, and a compass. 
An indispensable draftsman’s 


i q “A popular seller. 
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computing devices. 
SEND FOR NEW CATALOG 
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P l Us . complete line of other 


quality drawing, ruling and 


BERNARD 


TRADE MARK RECISTERED 


Means quality in Stationery Tools 


Reputations are not made by fancy 
claims, nor built over night. Acceptance 
such as BERNARD enjoys is the result 
of top quality year after year. Today— 
as for generations—BERNARD means 
quality and dependability to the sta- 
tionery trade. 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8”, 3/16", 1/4”. 
Light, strong, stationary stripper 
spring,duplexcontrol stops, nickel 
plated and polished, reach 1 1/16”, 


Staple Remover No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph” Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W" SCHOLLHORN COMPANY > 
“Quality Tools Since 1870” 


ee ke eee re 


1 Wm. Schollhorn Company, , 
\ 3004 Chapel St., New Haven 9, Conn. 

Sirs: Please send me your catalogue of stationery tools. , 
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In business as in other affairs the trend is to- 
ward simple, straightforward and time-tested 
methods. Cesco Visible Records meet the ac- 
counting needs of today and tomorrow for both 
large and small businesses with these enduring 
values: 


1. SIMPLICITY—complete freedom from 
gadgety mechanisms and highly special sup- 
plies. 

2. SPEED—maximum visibility, legibility 
and ease of posting. No “up-hill” nor back- 
handed writing positions to slow up the 
work, 


3. SECURITY—a misplaced or lost record 
leaves a conspicuous gap in the sequence of 
records. 


4. FLEXIBILITY—the same basic system 
fits all business needs. Expands or com- 
presses if, when, and as needed to meet 
changing conditions. 


Whether you are launching a new business or 
are stepping up the efficiency of a going con- 
cern it will pay you to investigate Cesco Visible 
Record Equipment and Business Systems. Write 
for Catalog “G.” 


THE C. E. SHEPPARD CO. 


4409 Twenty-First St. Long Island City 1, N. Y. 
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_ the result is placement of the disabled veteran dl 
_a job which is suited to his interests, aptityd 
_ and skills, plus his physical capacities and whi: 


vidualizes the placement processes for the g 
abled. It puts emphasis where it belongs—ong 
capabilities of the disabled veterans. It matgll 
the capabilities of the worker with the requjgll 
ments of a specific job. When all factors of yg 
performance and safety are properly regards 


is safe for him and his fellow workers. 

Through the nearest office of the State Empls 
ment Service, any employer can secure, withoj 
cost to himself or his workers, the services ; 
highly skilled selective placement workers, | 
necessary, they will come into your firm and mak 
special job studies and then refer disabled ye, 
erans for your consideration as openings o¢cy 

Employers wishing to set up a special-on-th 
job training program for disabled veterans show 
apply for full details at the nearest office of th 
Veterans Administration which administers traiy 
ing programs set up for the disabled under ¢ 
G.I. Bill of Rights. 


0 


Business Records and History 


(From page 48) 

(6) That records could be used to determi 
historically how the individual services of 
firm are marketed; as well as the size of market 
and changes in markets through the years. 

(7) That historical records could show tre 
in business organization and managemen 
whether it has been cooperative, individual, « 

a corporation; whether staff or line directed t 
etc. 

(8) That archives could record the histori 
of outstanding men in a business. These re 
ords are the most difficult of all to gain access‘ 
since most top men in business tend to kee 
personal files which they take away with the 
when they leave. Dr. Clough suggested th 
someone trained in the work, such as recor \ 


managers, be retained to decide what record 
should be preserved as essential to comple: 
histories of great corporations and of the me 
who run them. 

(9) That records could show the relationshi 
of business with the state and nation. The 
could answer such questions as “Have the 
been any public investigations?” The publ 
side of such investigations can always be four 
—it is the business side of the story that 
usually missing. 

(10) That records could show the place of 4 
individual concern in relationship to other cot 
cerns in the same type of business. This 18! 


job for the business historian. A good exampi 
of this is Marquis James’ new book “The Met) 
politan Life.” 


April, 14) A 
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FILE FOLDERS: 
UTILITY LABELS: 
ADDRESSING. 
MAILING LISTS! 
& MANY OTHER, 
PURPOSES.; 


the g 
s—On i 
Mate 
requij 
> Of wa 
regards 
-teran 
aptitud 
nd whi: 


Empl 
, Withoy 
rvices ¢ 


kers, J 
‘| (pllob ROLL LABELS” 
bled ve Colors . 
Bs occ ATTRACTIVELY PACKED HI . 
hail IN REROLL DISPENSING earigttaty5| 
a: BOX AND DISPLAY CARTON ORANGE 
a 12 ROLLS OF ONE Eo.ok TO CARTON ae sini 
* i 
ers trai WRITE FOR INFORMATION! CANARY 
inder t ~ MANILA 


| te JLMAY COMPANY 


TAGS: LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST. - NEW YORK 11, N.Y. 


GRIPPIT is accepted and used as the 
standard Non-Inflammoble Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


+ 
it record gic 
at 
comple’ | (\) xORER 
RES 

f the me owt 
—— Companion products needed in every 
lationshi office. ROLTONIC cleans and gently IN 
on. The nops the rubber platens of all business 
ave they machines. New gripping surface 
he publi corries file folders, envelopes, etc., 

through, holds them straight. 
» be foun TYPTONIC actually flushes away ink, 
‘y that ! eraser dust, office grime from metal 

ond _ type, then disappears 

entirely. 
lace of 2 } Both ROLTONIC and TYPTONIC ore Nontnflemnablc Now 
other cot} | ede to the same high quality as Poisonous, Harmless to 
This is! GRIPPIT. skin and clothing. 
d examp? WRITE FOR SAMPLES AND PRICES 


‘he Metr4 HARRIMAN - WELTS, INC. 


403 RIVER ST..- HAVERHILL, MASS. 


Apri, | 


THE THUNDERING HERD 


In order to stalk the wary Buffalo, Indians disguised them- 
selves by crouching low over the horse’s shoulders and 
covering themselves with a hide so that they resembled the 
bison’s hump. This called for the utmost in cooperation 
between horse and rider. 


That’s why we work so closely with our customers. You'll 
find our specialists acutely sensitive to your needs in seeing 
that Andy customers get more for their money at lower 
costs every time. Call us when you need real cooperation. 


CARDINAL SALES, Inc. 


JAMES H. HICKEY, Mgr. 
Distributor for Anderson-Hickey Co. 


5631 W. Madison St., | f 


” 


Chicago 44, Ill. 
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signals and maptacks 
aid busy workers .. . do much 
to make operations smoother. 
Graffco signals and maptacks 
never forget; they make existing 
systems more efficient; speed 
operations. 


GEORGE B. GRAFF 
COMPANY 


68A Washburn Avenue 
Cambridge 40, Mass. 
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e@ DESK PADS 

e@ WORK CLASSIFIERS 

@ SCRAP BOOKS 

e PHOTO ALBUMS 

e ACETATE ALBUMS 
ACETATE visiBLe AL 
ALLETS 


BUMS 


e 
@ NSURANCE W 
e@ DESK CALENDARS 


@ IND-X-CARD VISIBLE 
ble in the populor 
Juxe line. 
Write for 
descriptive 
Catalonue 


Redi- Kecord Products Co. 


251 FIFTH AVENUE NEW YORK 16. N. Y. 


ARTGUM BRAND ae & CLEANERS 
Goodye CAF ORAND SOAP ERASERS : 


The user of one brand will want the other. Varied sizes and 
styles to choose from—all in UNQUESTIONED QUALITY 


“ARTGUM” for 50 YEARS + “GOODYEAR”’ Since 1911 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


Commercial Controls Appoints 


Franklin V. Brook has been appointed manager of { 
Commercial Controls branch office which recently ope, 
in the Erie Bldg., 2123 East 9th St., Cleveland. He will pp 
resent all divisions of the company in the northern Ohio 
ritory. 

Assisting Mr. Brook as manager of customers servigs 
John L. Spangler who has been promoted from the 
service department of the company’s Philadelphia of 
Mr. Spangler has been servicing the company’s machi 
and equipment since 1942 when he received factory train 
at the Rochester plant. 

At this Cleveland office, John R. Williams will handle 4 
marketing of the Flexowriter, an automatic typewrits 
manufactured by the Justowriter Corp., a company recenti 
acquired by Commercial Controls. 


The Cleveland territory was formerly handled by Rw 


Busher. | 
Record Sales on Ozalid Units | 


Sales during the past few months have been at afl 
alltime high for the Ozalid Div., of the General Aniline @ 
Film Corp., New York, according to Joe W. Coffman, vig 
president of the division, who recently left for Europe 
examine the foreign distribution of Ozalid products, 

The Ozalid unit manufactures sensitized paper and m 
chines which reproduce not only printing, but drawing 
engineering plans, tracings and photographs without co 
ventional washing, drying, or fixing. 


om 


Goodyear Tire Promotes 


Marc W. Laibe, a member of the purchasing dep 
ment of the Goodyear Tire & Rubber Co., has been pm 
moted to the position of assistant purchasing agent for th 
company. 


He has been with the firm since 1925. 


Interest in Protecting Devices 


Business’ increased interest in check protecting deve 
is reflected in the increased sales made by the Todd Co 
Rochester, N. Y., manufacturer of fraud-preventing check! 
Protectographs, and payroll systems. According to G. | 
Owen, general sales manager, Tudd’s production is at th 
highest point in the company’s history, yet the current back 
log of orders is very high. Ten branch plants are producixy 
besides the plant in Rochester. 

Factors which continue to bolster sales volume, Mr. Owe! 
points out, include expansion of overseas markets, and th 
current increase in forgery and cash payroll robberies. 


The increase in crime at the present time is making mar 
agement more and more conscious of the need for protec 
tive methods and equipment, such as the firm’s Protod 
Greenbac safety checks, non-forgeable check writers 
signers guaranteed by insurance to protect the buyer agai 
loss, and payroll systems which insure the person cashit 
the check as well as the company issuing it. 

Since crime tries to keep pace with science, Mr. Owe 
says, the Todd company has an intensive program of re 
search and development under way on both machines am 
precedures designed to further enhance the safety of check 
ing operations. 

In order to keep up with demand, the Todd Co. is & 
panding its production facilities. The firm recently pu" 
chased the William Mann Co., Philadelphia, and the Bankes 


Th 


Pa, errs sum 


Press Co., in Montreal. 
Todd employment, like production, is at an all time ie 
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mM. 
F U LTON there’s this 
Aayd. to be said 


for 
==> DRI-KWIK 
TTC) 
—- ‘’ mal weather .. . dries as fast 
‘ ' as any hygroscopic ink made. 


It is one rubber stamp ink that 


oe 
a 


ASS . P: : AS 

Use Clarotype for clean, sharp end impres- 
sive looking correspondence. Expert stenog- DRI-KWIK Pad, 
raphers prefer Clarotype because it it affords flawless 
dissolves all the dirt and ink on 
typewriter type—without spatter- 


teamwork! 


ing—saves time, and is non- 
inflammable. Economical, too. * 
A 50¢ bottle lasts for months. Np. 

ORDER FROM YOUR STATIONER 


OR TYPEWRITER SUPPLY DEALER FU LT ON SPECIALTY r 2 


The Clarotype Company, Inc. 261 Z Broadway, New York 7 200 FIFTH AV.. NEW YORK CITY 10.N.¥. — 


MACO “PRESS -TO-STIK” LABELS 


FACTORY AT ELIZABETH 1. NJ. 
The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
ing devica be quickly affixed and removed without marring surfaces. 
Todd Cdl Adaptable for hand marking, typewriting or marking machines. 


been prop 


nt for th 


ng check! For use on surfaces made of:— 

; to G. PLASTICS ‘SMOOTH LEATHER 

is at th CELLOPHANE SILVERWARE 

rent back! GLASSWARE ENAMELWARE . 

producing POTTERY JEWELRY INDUSTRIES oer : 


CHINA TIN, METAL, ETC. =») BE Gee 5 


AL CLEAN, DRY, SMOOTH SURFACES ARMA GEM CLIPS °FFICES. apwa NO-SLIP CLIPS 


Available Plain or Printed to Order — in rolls, perforated strips. ARMA SNAGPROOF 
straight or die cut —in various shapes and sizes. 
| cree | Stocked in white, with printed blue borders, Use on < Ws es 
1M labels to roll, individual! i Plime, Fabrics ( € 1) 
wally packed in unt o ae. D) +) Sees 


a glassine bag and attractive box. 


-_ 
| No. Size <= 
—_ 


We ncccccccccs.. Hine Hie. a ees 


oe ZL weeeeeeeeeees Vein. x % in. ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
m of re} | , 3L 3/4 in. x 3/4 in \ 
arr teeeseeeeeees Vain. : PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
chines am ee errr rs,  § 2, 1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
1 of check | CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 
a SAMPLES SENT UPON REQUEST Consult your jobber—or write to us. 
Co. is ext} — 


eee eee DITTSBURGH CUT WIRE CO. 


e LABELS e TICKETS 


aa 111 W. 19th STREET © WAtkins 9-0357 © NEW YORK 11, N.Y. 1112-20 Galveston Ave. Pittsburgh (12) Pa. 
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Symbol of ES T Superiority 


toa 


Products by ESCO consist of time 
tested plastic T-Squares, Straight- 
edges, Dividers, Compasses, and 
Rules. 
clusive 5-ply basswood board used 


Also well known is the ex- 


in our Professional Kits and Table 
Tops. 


We invite your further inquiry. 


ENGINEERING MANUFACTURING (0. 


329 N. Commerce St. 
SHEBOYGAN, WISCONSIN 


ACE BUILDS THE... 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 


A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


One of ACE’S finest 
models. Light weight, 
easy action. Precision 
engineered from finest 
steel. 


ACELINER 


Most beautiful and effi- 
cient stapler ever built. 
It staples, pins, tacks 
and hand fastens. 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


WANT-AD OPPORTU! 


Rates are 10c a word. Minimum charge $2.00. Payab, 
in_ advance. Address replies to all Box Number ad ¢ 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth 4°" 
New York 1, N. Y. » 


Lines Wanted 


EXPORT REPRESENTATIVES with world wide outlets desire to 
resent manufacturers interested in Export. GT-558. » 


CALCUTTA, INDIA—Well established firm desires representation fq 
Calcutta for the Manufacturers and Sole Exporters of Papers — » 
varieties, Paperboards, Fountain Pens, Printing Inks, Steel Office Pury 
ture, Pencils and other Stationery Goods. References: Guarantee Tyg 
Company of New York, Broadway, New York and Chartered Bank 
India, Australia & China, New York, N. Y. Please write with ty 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harring, 
Road, Caleutta, India. 

AM INTERESTED in agency for office machines. Write Fao ul) AF 
Boulevard de Waterloo, Bruxelles, Belgium. 


ee 


———s 


For Sale or to Buy 


. ean 
FOR SALE: 75,000 Ault & Wiborg Carbon & Ribbon Company Bua | IWAN 
one-time Carbons, F352, size 8% x 11, in packages of 1,000 eheew, 
Write to the HERMANN MANUFACTURING COMPANY, Lancaster 
Ohio. 
FOR SALE—Cne Remington Rand Electric Fanfold Billing Madim 
Model 80-C. A. P. W. PRODUCTS COMPANY, INC., Albany, New York. 
FOR SALE—Billing machine Burroughs Moon Hopkins, Style 3720301 
in A-1 shape. Wite Box GT-539. lian 
WANTED: Dozen pocket notebooks “Shaws No. S$ 2852” formerly 
made by Wilson Jones, red leather covered quadrille line five equ 
to inch. GT-554. 


FOR SALE: 1—Pitney-Bowes Model JA 2350644 Mailing Machine com 


pletely overhauled by manufacturer since removed from service. Pri¢ 

$185. F.O.B. Lincoln, Nebraska. The Lincoln Telephone and Tee 

graph Company, Box 7633, Lincoln, Nebraska. Attention: Supervisor 

of Supplies. 1 Ye 
1 Ye 

Patent Attorney i y 

PATENT ATTORNEY secures patents, trade marks, copyright; call ¢ 

send me your sketch or model, confidential advice; literature. 2. § Moet 

POLACHEK. 1234 Broadway, New York, N. Y. Othe 

WE ARE INTERESTED in general agency for office machines fe 

Switzerland, Hungerbuhler & Co., 32 Gartenstrasse, Zurich 2, Switzer. 

land Teiegram address: Presentant, Zurich. 


BOOKKEEPER—CREDIT MAN 
_.. STOCK CLERK & P.A 


THESE AND <q) 
HUNDREDS MORE USE 


Wherever facts must be segre- 


gated for quick reference, these ’ \ 
little signals do a remarkable COOK 5 . 
job in saving time. Attached to §tginless Steel 

file cards, visible index pages, E Q 
ledger sheets, etc., they bring FIL t 
order out of chaos—thereby in- 

creasing a department's effi- SI GNALS 


ciency considerably. 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 
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FIGURES FAST— 


: RIGINAL( )OHNER 
—_s ais When and Where You 
7a, | on 
—— “THE MACHINE TO GOUNT ON N 1 Them 
a HERE'S THE ANSWER 
wees to management's demand 
esire lo : for a low priced, fast 
tm a. Entirely 
able. Ready to go 
>), A ny 
apers — yy dreds of auxiliary in 
Office Fay, large organizations. Keep 
rantee Try: one on every where 
. wine quick calculations are 
le with fy 


Back Transfer device is 


SCRAP BOOKS 

@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


#80....10/2 x 8 #83....15!/2 x 12% 
#81....11/2 x 9%) 9B4.... 16/2 x 13% 
#62....13/2 x I #85....23 x 18% 


Prices on Request 


“Fmorg) AHANDY CALCULATOR | ftatured on ‘any “other 
wut dsk for Bulletin SO43 price. Weight but, 117 MAJESTIC LOOSE LEAF INC. 
; sie Fite awem | 270m sock. Carrying 19-29 Rockwell Place Brooklyn, N. Y. 

000 sheety 

Lancaster 

ee 

= Visible Record 
—— NO APOLOGIES NECESSARY 
rle 3720304) b eaten = we 500 Cards 
ma prev “ Stock — 6" x 4" $ 345 
chine, Sar credit Porta complete 
a ME TLHED MAPTAC KS Use Handifax Cards only. Join together. File 


Supervisor F 1 you're buying the ONLY complete line 
2 You're supplying maptacks which are rugged and sturdy 
a terre guitinn the line sold by map companies 
EXCLUSIVELY 


cht; call cf sore Marking Tacks are tops in their field, too. 
Other Moore products include famous Moore Push-Pins and 
Push-Less Hangers 


sheets of Cards on edge in corres ence 
folders. Visible Facts Inspire Profita Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years nationa use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30. Order now. Send no 
money. Satisfaction Guaranteed. 


Write for Catalog. 


| Handifax ROSS-GOULD CO. ST LOUIS 


Sheets of Cards 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
, Frompt shipment trom 
tock. Please sp 


ADIRONDACK 
CHAIR COMPANY 


1140 Breadway, New York 1, N. Y. 
Dept. 1 


——e|_ Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y.. GRamercy 3-374! 


Well established London Export House with 
Valuable connections European and Empire 
markets desires contact American manufac- 
turers wishing to extend their business in 


those territories. Shortly opening New York 
Office. 


Write Box O.A.D. 108, 
GORDON HOUSE, FARRINGDON ST., 
LONDON E.C. 4, ENGLAND 


pri, 1947 April, 1947 


-. ADD TO YOUR EFFICIENCY 
WITH MASO’S 


“ADD-A-TRAY” 


s ALL STEEL TRAY 

WOLVES DESK FILING PROBLEMS 
Handy, attractive, convenient. Gives separate 
compartment for each work classification. 
Strong, sturdy, baked enamel, walnut, green 
or grey. ‘Both legal and letter sizes." 


Order this efficiency increaser today. 


STACKS 10 HIGH 
One slips over the other 
without nuts, bolts, screws. 


MASO STEEL PRODUCTS °°°!, "14185; Clinton st. 


MASO MAKES THE BETTCR ONE 
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The right 
line always 
before your 
eyes—one line 
at a time. 


Here's a sure way to speed up work in 
your office. Equip typewriters with Copy- 
RIGHT. It permits forward eye-level read- 
ing, shortens reading distance, improves 
visibility, assures greater accuracy, elimi- 
nates eyestrain, and saves up to 50%, in 
time. 

But don't take our word for it — mail the 
handy coupon and prove it to yourself. 
No obligation, of course. 
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Six Model Sizes 
hold papers up to 


12", 1 6", 20", 25", 
30", 36" wide 


Add Wings to Your Typewriters— 
Give Your Typists More Comfort 


MAIL COUPON NOW. 


ed (C0 Send illustrated ature please. 
CO I'd like to try a Copy-RIGHT in my office. 


Signed 


(Attach Letter Head Please) 
meme eBeBeeeee eee ee ese 
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ie Saod to the slightest pull... open and close smoothly and 
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ik wc 
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A quick glance at the colorful pages 
of the new “Modern American” bulle- 
tin will show you the many advan- 
tages this distinctive desk has for you. 
A free copy will be sent you upon 
7 request. Write today. 


‘ | Browne-Mlorse 


Architects of Efficiency for America’s Office 
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MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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THE GREATEST UNDERWOOD 
THAT ENGINEERING SCIENCE 
HAS YET PRODUCED! 


For more than fifty years Underwood has been known as Typewriter 
Leader of the World... 


The very first typewriter to give secretaries a front stroke visible 
writing machine, shift key locks, keyboard right-margin release key 
and many other operating conveniences. 


The only typewriter to give you easy-set front margin stops & 
and a time-saving centering scale. 


The very last word in typing ease . . . with smooth, speedy and 
rhythmic key action, and other operating advantages to make your 
typing more pleasant . . . and to help you get finished on time. 


Underwood continues to lead the field . . . and brings you Rhythm 
Touch for typing thrill; an open door for new speed and accuracy. 


You'll find Rhythm Touch a wonderful help in your typing. 


Your fingers will ripple happily over the perfectly balanced 
keyboard, making it easy to increase your speed. 


Lucky the girl who has a new Underwood. Lucky you, when you get one, 


too. Why not talk to your boss about ordering a new Underwood 
with Rhythm Touch? Ask him... now! 


Your nearby Underwood office 
demonstrate this new Underwood 
pleasure . . . and sell it with pride, 


Underwood Corporatiog 


Typewriters . .. Adding Machines . . . Acco 
ing Machines . . . Carbon Paper... R 
and other Supplies. 
ONE PARK AVENUE NEW YORK 16,% 
Underwood Limited, 135 Victoria St, 
Toronto 1, Canada 
Sales and Service Everywhere 
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